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ABSTRACT 

In response to criticism by legislators, the business 
community, and other publics for an apparent lack of sound financial 
management, the California State Department of Education, together 
with representatives from the field and from state control agencies, 
began to develop a new program cost accounting system in 1984. after 
pilot testing, the new J-380 system began .to be implemented in local 
education agencies in California on July 1, 1985. To assist chief 
business officials, directors, and accounting and budgeting personnel 
in understanding program cost accounting and in accurately completing 
the reports, the J-380/J-580 program cost accounting manual was 
developed. Divided into seven main sections with 16 appendices, which 
include worksheets, a glossary, checklists, forms, and specialized 
information sheets, this 1989-90 edition of the manual also defines 
the rules and requirements associated with the J-380/J-580, 
identifies the appropriate program cost categories for reporting 
purposes, and outlines training methods for effective manual use. 
Frogram cost data, like those contained within the J-380, are 
becoming increasingly important to local districts due to both the 
educational reforms that call for increased educational 
accountability and to the new effort to collect the average costs of 
operating each school wit'.iin a district. (KM) 
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Preface 



The J-380/J-580 program cost accounting manual was developed to 
assist chief business officials, directors, and accounting and 
budgeting personnel to understand program cost accounting and how 
to accurately complete the reports. The user of the Program Cost 
Accounting Manual ( J-380/J-580) will obtain assistance in: 

Explaining the purposes of pro-am cost accounting. 

Defining the necessary rules and requirements associated 
with the J-380/580. 

Identifying the appropriate program cost categories tor 
reporting purposes. 

Providing training to others. 

Completing a J-380 or J-580 report accurately. 

In identifying financial and management training needs and 
providing training, the Depart ent of Education works 
cooperatively with professional educational associations. In 
developing training on the J-380/J-580 program cost accounting, 
the Department contracted with the California Association of 
School Business Officials (CASBO) . CASBO in turn contracted with 
Brewer, Grose & Company to prepare a comprehensive manual on the 
J-380 and J-580 annual program cost data reports and conduct the 
training sessions associated with these materials. Appreciation 
goes to CASBO and Brewer, Grose & Company for their 
contributions. 



ROBERT W. AGEE PATRICK KEEGAN 

Deputy Superintendent Director 
for Field Services Fiscal Oversight and Management 

Assistance Division 

STUART F. GREENFELD 
Manager 

Office of Financial Management 
Practices and Standards 
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BACKGROUND OF FRJGRflM COST ACCttJNTIlffi 



Beginning in 1984, the State Department of Education, together with 
representatives from the field and state control agencies, began work 
on a new Program Cost Accounting System. The primary purpose of these 
efforts was to develop a system which would allow for comparable and 
consistent financial data for use by state decision makers. An 
additional objective was to establish credibility for program cost 
data that had not existed in, the past. 

These efforts were, in part, education's response to criticism by 
legislators, the business cctnnunity, and other publics for an apparent 
lack of sound financial management* Educators frequently respond, to 
these criticisms with explanations such as the following: 

1. Revenue cannot be predicted because of the funding processes 
controlled in Sacramento. 

2. Sound fiscal practices are disrupted by demands from special 
interest and community groups, 

3. Boards of Education do not fully understand the fircal 
regulations and procedures required of school districts and, 
therefore, frequently make less than the best fiscal decisions. 

In reality, local educational agencies (lEAs) in California have had 
difficulty accounting for costs of the various program areas and have 
not been able to answer reliably such questions as, What does Special 
Education cost? Further complicating the situation, a large number of 
school districts have had difficulty in meeting their financial 
obligations? some have had to request emergency loans from the state 
of California. 

With the increasing trend toward educational reform measures and 
efforts throughout the United States, there developed a strong demand 
for increased accountability, both for program results and fiscal, 
affairs. Various amaittees and reports recounted the inadequacies of 
the American public education system. A number of the concerns 
focused on the financial planning and management weaknesses found in 
our schools- Thus, the efforts to develop a cost accounting system 
for California K-12 education were also timely in responding to these 
criticisms and observations. 

Efforts to develop a cost accounting systam were accelerated as a 
response to the Governor's caiimitrnent to increase Special Education 
funding in 1905-86 contingent upon implementation of a new program 
accounting system. Subsequently, the new, system was clearly defined 
by AB 2557, Chapter 115, Statutes of 1985, which added Education Code 
Section 56730.5, which states that a program cost accounting system 
shall be required in 1985-86 and that it must meet the following 
conditions: 



1. The procedures shall require ail local educational agencies to 
use the same jnethods of allocating direct support, costs to 
specific programs, 

2. 'She methodology used to allocate direct support costs shall be 
roadily supported by documentation or be the result of standards 
prescribed by the cost accounting procedures. 

3. For each category of support costs, a single allocation method 
shall be employed unless documentation as prescribed by the 
accounting procedures specified by the Superintendent of Public 
Instruction is available. 

local, educational agencies shall be required to \:se the cost 
accounting procedures provided for under this section during the 
1985-86 fiscal year and to report their 1985-86 fiscal year costs 
to the Stats Department of Education f using these procedures on 
forms prescribed by the Superintendent of Public Instruction. 

The proposed strengths of this new program cost accounting system were 
to "sex 

Ccfmon methodologies to be used by all LEAs 

Cowmon definitions for various costs 

Conparable data because of the procedures listed above 

Improved analysis for policy and decision making because the data 

were comparable 

Global benefit to both the LEA and the state in achieving greater 
credibility with the various publics. 



B. THE J-330 TODAY 

After pilot-testing, the J-380 has been implemented in LEAs in 
California beginning July 1, 1985. As with any new system, there 
has been a need for: 

Further defining the various program cost categories 
Determining methods and techniques for data collection 
Understanding the purposes of the J-380/ 580 both for use at the 
state level and in the LEA 

Greater understanding of the relationship of the J-380/580 to 
other LEA and State reports. 



C. FUTURE ISSUES 

The immediate years ahead point to increased accountability for 
education and educators. In California, the recent passage of 
Proposition 98 requires that each LEA complete a "Grade Card" to 
be submitted to the state at the end of each school year. 
Contained within this concept is not only student progress but 
the quality of LEA management as well. 



Additionally, there is a new effort to collect the average costs 
of operating an individual school vlthin each district. The 
report of activity is being referred to as "The IVo Million 
Dollar School." This new report, if approved by the Ctate Board 
of B, ication, will require each district to submit such data each 
year. 

Thus, p r ogram cost data, lite those contained on the J-380, will 
become increasingly important to local districts as they begin to 
respond to these requests. 
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BUDGET DEVKUDBMDENT STRICTURE AND VELXHT SHIP TO THE J-380/580 



A. BE TEW Of THE, ftQOTWfflg SYSTJStf 

The fiscal process of an LEA begins with the budget development 
cycle rod culminates with the annual financial report. The J-380 
Program Cost Data Report is one element of the annual financial 
report for LEAs. Since the process begins with the budget 
development cycle, it is important to understand the elements of 
the J-380/580 Report and how to account for the data needed for 
this report. 

There are minimum levels of accounting required of IEAs: Fund, 
Object, and Program. Some form of each of these accounting 
levels is needed to develop the J-380 Report. In addition to the 
minimum accounting levels, an LEA may need other levels to meet 
local needs such as management responsibility reports and site 
reports. 

In order to determine whether the IEAs' existing account code 
structure will meet local and state reporting needs, you must 
review the data required for these reports. Once you )iave 
analyzed the data needed, you must then review your account code 
structure to determine whether all of the data elements are 
available. 



B. ACCOUNTING LEVELS NEEDED FOR THE J-380/580 REPORT 

The accounting levels needed to prepare column la of the J- 
380/580 Report include: 

Fund identification 

Program information according to the state classifications 
Donor-authorized charges/special projects costs 

The accounting levels needed to prepare column 2 of the J-380/580 
Report include: 

A means to separate instructional costs from support costs 
for special projects 

A means to separate special projects* direct costs funded by 
instructional programs 

Another consideration is whether an LEA may choose to document 
certain support costs. If this is the case, it may be desirable 
to lire a specific field within the account cede structure to 
identify these costs. 

The above levels are required for state reporting. However, the 
LET; must also consider those accounting levels needed for local 
reportii.g,. such as: 

School site or location identifier 
Manager of budget responsibility units 



A COMPARISON OF SAMPLE ACCOUNT CODE STRUCTURES 



Not all LEAs maintain the same type of account cede structure. 
Below are some examples of possible account code structures from 
the very basic to a more complex structure. 



EXAMPLE 1: A Basic Structure 

FUND - SITE - PROGRAM - OBJECT 

In this particular structure, it might be difficult for the 
program field to match the state-defined program classifications. 
For example, an LEA may use the program field to shov all manager 
responsibility costs rather than only direct costs for a 
particular program. The following is an exaitple of this: 

Local Program #375: Director of Special Education 
State Program #375: Instructional Administration 

375-1300 Director Salary (Direct Cost) 

375-2300 Clerical Salaries (Direct Cost) 

375-3000 Benefits (Direct Cost) 

375-4000 Supplies (Direct Cost) 

375-5200 Travel (Direct Cost) 

375-5500 Telephone (Support Cost) 

To prepare the J-J80 Report at the end of the year, the LEA would 
need to isolate the support cost expenditures and reclassify them 
to the appropriate support program. Since the data processing 
system is unable to provide this information, a manual worksheet 
would need to be prepared. 



EXAMPLE 2: An Expanded Structure 

FUND - SITE - STATE PROGRAM - SUB-PROGRAM - OBJECT 

In this particular structure, the LEA could use the program field 
to match the state-defined program classifications. The sub- 
program field could be used to meet local accounting needs, such 
as the ability to report support costs within user programs. 

State Program #375: Instructional Administration 

State Program #410: Operations 

Local Sub-program #735: Director of Special Education 

375-375-1300 Director Salary (Direct Cost) 

375-375-2300 Clerical Salaries (Direct Cost) 

375-375-3000 Benefits (Direct Cost) 

375-375-4000 Supplies (Direct Cost) 

375-375-5200 Travel (Direct Cost) 

410-375-5500 Telephone (Support Cost) 
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With this structure, there is flexibility to meet both local and state 
reporting needs. To meet local needs, a sort by sub-program would be 
needed to provide the Director of Special Education with all expenditures 
under his/her budgetary control. To meet state needs for column la of the 
J-380/580 Report, a sort by state program would be needed. 



EXAMPLE 3; A Carplex Structure 

FUND - TYPE - OBJECT - STATE PROGRAM - BUDGET RESPONSIBILITY UNIT 
- SITE 

This exaitple is similar to Example 2 but has been expanded to 
meet additional local needs. In this case, the "Type" field 
might be used to identify restricted/unrestricted activities. 
Other fields would follow Example 2. 

Defining your LEA's account code structure can be a very oonplex 
process. Appendix A provides an additional sairple of account 
code structures and the definitions of the fields in the 
structure. 



D. ANALYSIS OF YOUR LEA 

In the above discussion, we have a';teinpted t~j previa you with 
some examples of how an LEA might analyze the accounting needs 
and account code structure. It is important that an LEA analyze 
its accounting needs in a similar runner. The accurate 
preparation of the J-380/580 is positively correlated with the 
LEA's account code structure, A more sophisticated acouxit code 
structure allows LEAs to track and allocate costs to appropriate 
user programs. If the LEA's account code structure does not 
provide for the appropriate accumulation of costs, then LEAs are 
required to prepare numerous worksheets that adjust their 
accounting records to appropriately report ooe*"i on the J- 
380/580. This makes the J-380/580 reporting process more 
cumbersome and oonplex. The following are suggested steps that 
should occur prior to the beginning of your budget development 
process: 

Define LEA state and local reporting needs. 
Review the existing account code structure. 
Review data processing sorting capabilities. 

If you find that your current accounting system does not meet 
both state and local needs, the options to be considered are to: 

Expand your existing account code* structure. 
Redefine fields of the existing account code structure. 
Expand and/or redefine your existing chart of accounts. 
Consider preparing manual worksheets at year-end to identify 
and organize the necessary state information. 
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II. 198C-89 FRDGRftM CHANGES TO THE J-380/580 



The following changes have been made to the J-380/500 designated 
programs for 1988-89. These changes must be incorporated into the 
account code structure as follows: 

Additions: 

Special Project - 
Special Project - 

Deletions: 

Special Project - 
Special Project - 
Special Project - 

Changes 

Special Project - 



HI. DEVELOPING THE BUDGET 

An LEA's, fidget is a planning document which links educational policy 
to financial decisions. The budget is a reflection of the LEA's 
goals, objectives, and educational strategies. The budget document 
must reflect local as well as state reporting needs. One state 
reporting requirement is the year-end display of actual financial data 
by program as reported on the J-380/580. In building the budget, it 
is important to identify and accumulate financial information by 
program. The program information required for J-380/580 reporting can 
be accumulated by using the IEA's account code structure and related 
data processing reports or by preparing a manual worksheet at year- 
end. Refer to Section I (A) , "Review of the Accounting System," for a 
detailed discussion on the accumulation of program costs. 

Using either an automated or manual system, LEAs must be able to 
report Direct Charges in column la of the J-380/580. column la of the 
J-380/580 is titled, "Direct Charges" because not all costs reported 
in this column are direct costs. The major program which does not 
report "Direct Costs" but rather "Direct Charges" is Special Projects. 
For all others, the costs reported in column la of the J-380/580 are 
direct cost 3. Therefore, most programs reflect column la costs equal 
to column 3 costs on the J-380/580. For Special Projects, column la 
of the J-380/580 represents donor-authorized charges. These charges 
will be discussed later in this section. 



Administrator Training and Evaluation 
School-Based Coordination Program 



CTI IP 

TECC (AB 551) 

Staff Development (AB 551) 



94-142 Discretionary Grant now reads Special 
Education Discretionary Grant 
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A. DIRECT POSTS - 
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Direct Costs are those expenditures that may be charged directly 
as a part of the cost of a product or service to all 
instructional programs, special projects, services to school 
districts' programs, support service programs, auxiliary 
programs, facilities, and other outgo programs. 

Direct Costs are expenditures which can easily and readily be 
identified to a program. Whenever possible, Direct Coses should 
be charged directly to the program or programs with which they 
are identified. For exairple, Direct Costs to Instructional 
Programs are those costs which are directly related to the 
instruction of students, and include the following: 



TYPE OF EXPENDITURE 



Teachers 1 Salaries: 



raw 



Includes payment for other 
duties as described on pages 
4-13 of the California School 
Accounting Manual. 



Instructional Aides' Salaries: 



Used directly for classroom 
instruction. 



# 



Employee Benefits for Teachers 
and Instructional Aides: 

Textbooks: 



Used directly for classroom 
instruction. 

Used directly for classroom 
instruction. 



Other Books: 



Used directly for classroom 
instruction. 



Instructional Supplies: 



Used directly for classroom 
instruction. 



Personal Services of Consultants, 
lecturers, and Others: 

Travel and Conference: 



Fbr direct presentation to 
students. 

For travel between school 
sites for teachers, such as 
Speech Therapists, who teach 
at more than one location; for 
attendance at workshops 
directly related to classroom 
instruction. 



Contracts/Rents and Leases: 



Directly related to classroom 
instruction, such as contracts 
for data process ir t equipment 
for conputer-assifc. jed 
instruction. 
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TOE OF EXPENDITURE 



DEFINITION 



Maintenance of Instructional 
Equipment 

New Equipment: 
Equipment Replacement: 



Is a Direct Cost to the 
program using the equipment. 

Used directly for classroom 
instruction. 

Piece-by-piece replacement of 
equipment used directly for 
classroom instruction. 



Appendix B provides a ccnprehensive list of all program 
classification definitions available for use by School Districts 
and County Offices of Education. All program definitions should 
be reviewed to ensure that the programs to be utilized by your 
School District or County Office of Education have been 
appropriately incorporated into the accounting system. 

All programs have been more clearly defined for the purposes of 
assisting in the identification and accumulation of Direct Costs 
to these programs. The Program Classification Definitions have 
indicated typical titles for personnel who are charged as a 
Direct Cost to that particular program. However, functions 
performed by the personnel are the primary factor for determining 
classification to a particular program. When identifying 
personnel to a particular program, be sure to look at the 
functions performed by those individuals in order to determine 
tne correct program classification. 



B. DIRECT COSTS - SPECIAL PROBLEM AREAS 

It is critical that Direct Costs be assigned to the correct 
program. LEAs must become familiar with Appendix B, Program 
Classification Definitions. However, the descriptions may not 
always address the unique problems of assigning particular costs 
to a program. Appendix C, "Program Cost Accounting Questions and 
Answers," may address some of the more unique problem 
classifications. Please refer to sections A, H, I, J, K, M, N, 
R, and S of Appendix C for detailed information relative to 
specific classification issues. Certain program classifications 
warrant more attention and are highlighted in the following 
paragraphs. 

1. Prorata of Personnel Working in Two or More. Programs 

Salaries of personnel working in two or more programs are 
prorated on the basis of time spent in each program, as 
determined by enployee time reports. Until recently, 
emphasis has not been pic" on time accounting requirements 
for personnel charged as a direct cost to two or more 
programs. The California School Accounting Manual does 
require that time accounting dccumentation be required for 
personnel charged as a direct cost to two or more programs. 
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For this reason, it is important to identify those personnel 
charged to more ban one p r ogram. Meet with these 
individuals and discuss with them the activities provided 
and time spent in each program. Budget as accurately as 
possible according to the analysis of how time is spent. 
The proration of salaries and benefits to multiple programs 
can be made by charging the appropriate program accounts at 
the time of payment. These charges must be reviewed at the 
end of the year, and some further adjustments may be 
required. 

Time accounting is a cumbersome process. Accordingly, the 
California School Accounting Manual permits certain direct 
cost distributions. The following direct cost distributions 
may be used in lieu of actual time accounting: 

a. The costs of assistant superintendents for instruction 
(or equivalent positions) having first line 
responsibility for delivery of the services of this 
instructional program, as well as participation in 
district/county policy, may be charged as a direct cost 
at 50% to the instructional administration program and 
50% to the district/county administration program. 

b. SmaM school districts that have one person performing 
the function of both the principal and the 
superintendent may charge 70% of the costs as a direct 
cost to the principal's function (school 
administration ) and 30% of the costs as a direct cost 
to the superintendent's function (district 
admiristration) . 

c. Offices of county superintendents of schools that have 
one person performing similar activities within the 
services to school districts' programs, as well as 
support service programs, may charge 50% of the costs 
as a direct cost to the services to school districts' 
function and 50% as a direct cost to the support 
services function. 

d. The costs of the county s uperintendent of schools and 
the county board of education may be charged as direct 
costs at 50% to the general administration program 
within the services to school districts' function and 
50% to the county administration program within the 
support services function. 

Proration of Other Costs to Two or More Programs 

Equipment and services provided by outside vendors and 
utilized by more than one program should be prorated on the 
basis of equipment usage and the percent of service provided 
to each program. This proration can be made by charging the 
appropriate program accounts and allocated amounts at the 
time of payment. Your LEA should review this information 
and determine whether to utilize the cost distributions or 
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Proration of Costs Using Holding Programs 

Other direct costs that may rot be so easily assigned to 
specific programs, such as employee benefits, substitute 
teachers • salaries, miscellaneous instructional supplies, 
and in-house equipment repairs, may be charged to holding 
(suspense) programs for subsequent reallocation to user 
programs. 

A holding program is a suspense account that holds costs 
until they are assigned to the appropriate user program. 
Such costs may include enployee benefits, substitute 
teachers* salaries, miscellaneous instructional supplies 
that are difficult to assign directly because they are lump 
sum payments, and in-house equipment repairs for whic no 
documentation system is available. 

a. Substitute teachers' salaries . The two methods of 
prorating substitute teachers' salaries are by actual 
substitute assignments and by number of certificated 
teaching personnel as follows: 

Actual aftrtlfaftj As signments . This method of 
prorating salaries provides that costs of short- 
term and long-term substitute teachers be charged 
to the programs in which the teachers actually 
substituted. Records of the program assignments 
must be maintained for each teacher, and the costs 
must be allocated accordingly. The charges may be 
made directly to the appropriate programs or 
distributed monthly from a holding program. 

Number of certificated teaching personnel . This 
method of prorating the costs of short-term and 
long-term substitute teachers is based on the 
number of certificated teaching personnel eligible 
to serve as substitutes. Because the salaries of 
substitutes may be considered a normal cost of all 
programs, both long-term and short-term 
substitutes' salaries may be charged to all 
programs on a pro rata basis. 

When either one of the two proration methods or a 
combination of the two proration methods is used, 
collection of the costs by site may be preferred so 
that the proration is relative to experience at each 
site. 

b. Employee benefits . Where 'employee benefits are not 
automatically distributed, it is recommended that a 
holding program for enployee benefits be established. 
For example, the personnel program might be used for 
holding purposes. The proper object of expenditure is 
used with the initial charge to the holding program. 



They should then be allocated to the proper programs by 
employee. That is, the Benefits paid for an individual 
employee should be allocated to the program or programs 
to which the employee's salary was charged. The 
benefits may also be allocated to sites within programs 
so the expenditures will appear on the appropriate 
location or cost center reports. 

c. Miscellaneous instructional supplies. Miscellaneous 
instructional supplies that are not identifiable to an 
instructional program at the time of their purchase 
should be charged to a holding program (using the 
appropriate subclassification of object of expenditure 
classification 4300) in either the instructional 
administration or instructional media program for 
subsequent distribution. The cost of these 
miscellaneous supplies should be distributed monthly to 
the instructional program on the basis of actual use or 
thfc Full-Time-Eqaivalent (PTE) teachers method. 

d. In-house equipment repair costs . Districts performing 
in-house equipment repairs for which no work-order 
system exists to distribute the charges to user 
programs should accumulate the costs in a holding 
program. A subsequent distribution based on the 
classroom units (CUs) method utilizing the contra 
account methodology should then be made. 

Nonagency Activities 

a. Definitions 

Nonagency activities are those activities conducted on 
behalf of another agency, via a contract or agreement, 
in which the other agency retains the prime 
responsibility for delivery of the services. Such 
services may be instructional or support in nature. 

Nonagency activities shall be classified as 
"educational" activities when the contracting agency is 
a public educational agency or "other" when the 
contracting agency is other than a public educational 
agency. Costs reported in this program may or may not 
include direct charges. However, direct support costs 
will most likely be reported when such activities are 
conducted, such as allocations for plant maintenance 
and plant operations and school administration. Common 
exaitples of nonagency activities include LEA contracts 
with another LEA to operate an POP class (es) or Special 
Education class (es). These classes may be operated 
only under contract and, as such, are classified as a 
nonagency activity. 



US 



J-300/580 Direct Costs 



The direct costs found in column la of the J-380/580 
for the Nonagency Program are similar to costs 
identified as direct costs for an Instruction Program. 
These are: 



TYPE OF EXPEND1TUKB 



Teachers* Salaries: 



Instructional Aides' 
Salaries: 

Employee Benefits for 
Teachers and 
Instructional Aides: 

Textbooks: 



Other Books: 



Instructional Supplies: 

Personal Services of 
Consultants, lecturers, 
and others: 

Travel and Conference: 



Contracts/Rents and leases: 



Maintenance of Instructional 
Equipment: 

24 
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Includes payment for 
other duties as described 
on page 4-13 of the 
California School 
Accounting Manual . 

Used directly for 
classroom instruction. 

Used directly for 

classroom 

instruction. 

Used directly for 
classroom instruction. 

Used directly for 
classroom instruction. 

Used directly for 
classroom instruction. 

For direct presentation 
to students. 



For travel between school 
sites for teachers, such 
as Speech Therapists, who 
teach at more than one 
location; for attendance 
at workshops directly 
related to classroom 
instruction. 

Directly related to 
classroom instruction, 
such as contracts for 
data processing equipment 
for instruction. 

Is a Direct Cost to the 
program using the 
equipment. 



New Equipment.: 



Used directly for 
classroom instruction. 



TICK 



Equipment Replacememts 



Piece-by-piece 
replacement of equipment 
used directly for 
classroom instruction. 



Support Costs 

Some LEAs provide a nonagency service that is not 
considered an instructional service but rather a 
support service. An exanple would be the provision of 
maintenance for a program operated by an outside agency 
on an LEA site. In this case, there would be no costs 
recorded in column la of the J-380/580; costs would be 
reported as a distribution of support costs on the J- 
380/580. Such costs would be reported on the Nonagency 
Program line by documenting costs (if allowable) or by 
assigning allocation factors to the Nonagency Program. 

Recording of Costs 

An LEA must account for expenditures by both program 
and object classifications. The following is a typical 
exanple of how a school district and a county office of 
education would record the expenditures in the 
accounting records when the county office of education 
contracts with the school district to operate an POP 
class. 

1) The county office of education would record its 
contract with the school district to the POP 
program, object 5800, Other Services and Operating 
Expenses, or object 5100, Contracts for Personal 
Services, as appropriate. 

2) The school district would record the contract with 
the county office to the nonagency program, to the 
appropriate object of expenditure classification. 
The revenue would be recorded to Account 8677, 
Interagency Revenues. 

Summary 

LEAs are only required to report all nonagency costs on 
one line of the J-380/580. Each LEA must make a 
determination as to whether it is iiiportant to track 
separately the costs for the individual nonagency 
programs. If it is important, an LEA may wish to 
review its account code structure to incorporate the 
various nonagency programs. The incdvidual nonagency 

o 
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programs could be identified through use of a (1) 
separate program; or (2) sub-program. 

Please refer to Appendix C, Program Cost Accounting 
Questions and Answers, Section K, for additional 
information on this subject area. 

Public Law "M-142 Fund's 

Public Law 94-142 Local Entitlement Funds will be shown 
commingled with state funds for financial reporting purposes 
on the J-380/580 Report and will not be reported separately . 
Special Education Master Plan expenditures on the J-380/580 
Report should include those expenditures funded by Public 
Law 94-142 Local Entitlements. Such expenditures will not 
be repotted in the Special Projects category. In instances 
where a district receives special grants of in-service funds 
under Public law 94-142, the expenditures for these funds 
will be reported in the Special Projects category as Public 
Law 94-142 Discretionary Grants. 

Cooperative Projects - JTPAs, Drug-Free Schools 

California school districts and offices of county 
superintendents of schools often pool their resources and 
operate certain federal and state projects on a cooperative 
basis. This procedure usually calls for one school district 
or office of the county superintendent of schools to operate 
the project for one or more other school districts or 
offices of county superintendents of schools. 

LEA Financial Reports, as specified by the State of 
California, are used to collect fiscal data for carparative 
and management purposes. Current expense and the costs of 
education are developed on the basis of cost per unit of 
Average Daily Attendance (ADA). If valid comparative data 
are to be obtained, each school agency must report its own 
share of the revenue and expenditures when the agency is 
involved in a cooperative project. 

Districts and offices of county superintendents of schools 
that participate in cooperative projects must report the 
revenue and expenditures resulting from their involvement in 
the project in the following manner: 

a. Each LEA that operates its own project, records its 
share of the project entitlement in the appropriate 
revenue classification. If it is an ECIA, Chapter 1, 
project, for example, the revenue will appear in 
classification 8160. 

b. When it pays the district that operates the project, 
each participating district or office of the county 
superintendent of schools records its share of the cost 
of the project in object of expenditure classification 
5800, Other Services and Operating Expenditures, as a 
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direct cost to the appropriate special projects. Its 
share of the cost will normally be equal to its share 
of the revenue. If the participating LEA contracts for 
only administrative services, the contract expenditure 
would be recorded to object 5800. 

c. The district operating the cooperative project on 
behalf of participating agencies must, during the 
project year, account for all of the costs in the 
appropriate expenditure classifications unde" 
" Auxiliary Programs, Nonagency Activities, 
Educational . " The operating district should bill each 
participating district periodically, or at least by the 
end of the year, for its share to-date, and record the 
revenue received in the interagency services 
classification as specified fnr nonagency activities. 
The operating district will report these costs to the 
nonagency activities program; the participating 
district or office of the county superintendent of 
schools will report its cost to the appropriate special 
projects. An example is a drug-free program contracted 
to another LEA. 

d. Some cooperative projects and other such group 
arrangements are established only to meet specific 
federal entitlement requirements. Such projects 
usually require that one district serve as the 
applicant district for purposes of disbursing federal 
funds to the other participating districts. The 
participating districts are operating their own 
projects in this situation. The expenditures should be 
recorded to the appropriate project designation. 

1) The applicant district receiving the revenue shall 
deposit the income to the appropriate revenue 
classification. 

2) The applicant district disburses the revenue to 
participating LEAs by recording the disbursement 
as an abatement to the appropriate revenue 
classification. 

An example of the steps above would be JTPA pass 
througl revenues. 

Special Education Transfers 

Confusion has surrounded the program designation of Special 
Education transfers, including excess costs. 

For apportionments other than regionalized services, one of 
the following accounting treatments is required: 
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Method One 



For the Special Education Master Plan, if the local 
plan area has elected for the apportionments to be made 
to the Administrative Unit, the Airainistrative Unit 
shall record the apportionment in revenue 
classification 8321, Special Education Master Plan. 

The Administrative Unit shall transfer the operational 
funds to the participating agencies by expenditure 
classification 7221 for monies to be received by 
districts, by expenditure classification 7222 for 
monies to be received by county superintendents, and by 
expenditure classification 7223 for monies to be 
received by a JPA. LEAs receiving transfers shall 
record the revenue in revenue classification 8721 if 
received fron a district or in revenue classification 
8722 if received from a county superintendent. Under 
this method, the Administrative Unit shall record the 
transfer of funds to the Other Outgo Program. One LEA 
receiving the transfer shall record the rrogram 
expenditures to the appropriate Special Education 
Program. 

Method Two 

If the Local Plan Area has elected for Special 
Education Master Plan apportionments (other than 
regionalized services) to be made directly to the 
participating agencies, each district and/or office of 
the county superintendent of schools shall record the 
apportionment in revenue classification 8321. 

Under this method, the program expenditures are 
recorded to the appropriate Special Education Program. 

Program Specialist/Regionalized Services 

Apportionments for Program Specialists and Regionalized 
Services shall be made directly to the Administrative 
Unit, which shall record the apportionment in rwenue 
classification 8321. The Administrative Unit may 
contract to have participating agencies provide the 
regionalized services* 

The Administrative Unit shall transfer the regionalized 
service funds to the participating agencies by 
expenditure classification # 7221 for monies to be 
received by districts, by 'expenditure classification 
7222 for monies to be received by county 
superintendents, and by expenditure classification 7223 
for monies to be received by a JPA. LEAs receiving 
transfers shall record the revenue in revenue 
classification 8721 if received from a district or in 
revenue classification 8722 if received from a county 
superintendent. 
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The Administrative Unit shall necord the transfer to 
the Other Outgo Program. The LEA receiving the funds 
shall record the expenditures to the Instructioi J. 
Administration Program unless the activities are 
provided on a regionalized basis for the SELPA. In 
this case, the expenditures are allocated to the 
Program Specialist/Regionalized Services Program. 

d. Excess Oasts/Deficits 

Any district, county superintendent of schools, or JPA 
billing and receiving payment for special education 
excess costs and/or deficits, or special education 
transportation excess costs and/or deficits, shall 
record the revenue received as 8710, Tuition. Any LEA 
paying these excess costs and/or deficits shall record 
these payments as 7131 for amounts paid to districts, 

7132 for amounts paid to county superintendents, and 

7133 for amounts paid to a JPA. 

The payment shall be recorded to the Other Outgo 
Program, not a special education program. LEAs are 
concerned that the total cost of special education will 
not be reflected if deficits/excess costs are recorded 
in this manner. In fact, the total cost of special 
education has been reflected by the LEA that billed for 
the excess cost/deficits. These costs were recorded to 
the LEA's Special Education Program. If the LEA paying 
the excess cost/deficits was to also record the 
expenditure to a special education program, the same 
expenditure would have been charged twice to a special 
education program. The overall statewide effect would 
be a doubling of the total Special Education costs. 

Transfers to JPAs and Other LEAs 

Transfers to JPAs and other LEAs are generally recorded to 
the Other Outgo Program and to the appropriate object of 
expenditure classification as designated below: 

7121-7123 REGIONAL OCCUPATIONAL CENTERS OR PROGRAMS 

Record payments for tuition, excess costs, and/or 
deficits paid to regional occupational centers or 
programs operated by other school districts or 
county superintendents of schools under a joint 
powers agreement. 

7121 Payments to Sdicol Districts 

7122 Payments to County Oft ices 

7123 Payments to JPAs 
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7131-7133 SPECIAL EDUCATION MASTER PLAN EXCESS COSTS AND/OR 
DEFICITS (: 
Transportation) 



DEFICITS (includes Special Education ^J^< 



7131 Payments to School Districts 

7132 Payments to County Offices 

7133 Payments to JPAs 

7190 OTHER TUITION, EXCESS COSTS, AND/OR DEFICITS 

Record payments for tuition, excess costs, and/or 
deficits not otherwise identified. 



7221-7223 SPECIAL EDUCATION LOCAL PLAN AREA (SELPA) 
TRANSFERS 



7221 SELPA Transfers of Apportionments to Districts 

7222 SELPA Transfers of Apportionments to County 
Offices 

7223 SELPA Transfers of Apportionments to JPAs 
7231-7233 ROC/P TRANSFERS 

7231 ROC/P Transfers of Apportionments to Districts 

7232 ROC/P Transfers of Apportionments to County 
Offices 

7233 ROC/P Transfers of Apportionments to JPAs 
7241-7243 COMMUNITY SCHOOLS TRANSFERS 

7241 Ccmnunity Schools Transfers of Apportionments to 
Districcs 

7242 Ccrarunity Schools Transfers of Apportionments to 
County Offices 

7243 Ccnraunity Schools Transfers of Apportionments to 
JPAs 



7291-7299 ALL OTHER TRANSFERS OUT 



7291 All Other Transfers Out to Districts 

7292 All Other Transfers Out to County Offices 

7293 All Other Transfers Out to JPAs 
7299 All Other Transfers Out 

The preceding paragraphs have highlighted unique direct cost 
problem areas. Appendix E provides a chart listing the most 
questioned costs and the program to whi'di it is a direct 
cost. Please refer to Appendix D for assistance in 
classifying direct cost expenditures. 



DIRECT COSTS - COUNTY OFFICES OF EDUCATION ^ 

The manual developed for this workshop utilizes the J-380, 
"Annual Program Cost Data Report for School Districts," as the 
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illustrated document. County offices of education are rr quired 
to complete the J-580. The J-530 differs from the J-380 
primarily in the aren of program classifications. County offices 
of education may operate different programs than do school 
districts. The following is a summary of the reporting 
difference in programs operated by county offices of education 
versus chose operated by school districts. 

1. Differences in Reporting Requirements for Programs Operated 
bv County Off j ges. of E ducation and Not Operated by School 
Districts 



a. Instructional Programs 

1) Community Schools 

2) County Jails 

3) Handicapped Adults 

4) Juvenile Hall 

5) Pregnant Minors 

b. Services to School Districts. All programs under this 
category are operated only by county offices of 
education. 

c. General Support. County Office Administration 

Conceptually, there are few differences between the J-580 
and the J-380. However, county offices of education do 
experience a unique problem in that certain support services 
are provided to both Internal Programs and to Services to 
School Districts Programs; therefore, direct costs must 
initially be distributed between these two programs prior to 
the completion of column 1? of the J-580. The following are 
guidelines to be used for the initial distribution of direct 
costs between Internal Programs and Services to School 
Districts Programs. These guidelines are not intended to be 
all-inclusive. 

2. Functions to Be Distributed as Direct Costs to Services to 
School Districts Programs Only 

As a general guideline, these types of services are 
primarily provided for the benefit of school districts and 
should b» charged as direct costs to Services to School 
Districts, even though county office internal programs may 
receive some benefit from these services. 

a. All costs of warrant audit services performed prior to 
authorization of the warrant for release by the county 
office of education., These are the control lership 
functions. 

b. All costs of payroll audit services performed prior to 
authorization of the warrant for release by the county 
office of education. These are the control lership 
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functions. 



c. All costs of direct service activities provided to 
Direct Service School Districts. 

d. Costs of activities provided by county office of 
education staff relative to school district 
reorganizatior.Li. Since this is not a frequent activity 
and full-time staff are not assigned to this activity, 
internal staff should document time spent on these 
activities. 

e. Costs of business services provided to school districts 
such as business advisory services, budget monitoring 
services, financial reports reconciliation services, 
banking services, etc. 

f. All costs of credential ing services by the county 
office of education. 

g. All costs of mandatory and other payroll reporting 
activities such as SIRS, PERS, QASDI, Health and 
Welfare reporting, etc. 

h. Costs of curriculum services provided to school 
districts. 

i. All costs of School Attendance Review Board (SARB) 
activities. 

Functions to Be Distributed as Direct Costs to County 
Offices of Education Internal Programs Only 

As a general guideline, these types of services are 
primarily provided for the benefit of county offices of 
education and should be charged as direct costs to Internal 
Programs, even though school districts may receive some 
benefit from these services. 

a. All costs of Personnel Coranission activities. 

b. Costs of transportation services to Internal Programs. 

c. All costs associated with functions performed for 
Internal Programs only, such as Plant Maintenance and 
Plant Operations. 

Functions to be Distributed as Direct Costs to both County 
Office of Education Internal Programs and Services to School 
Districts Programs 

In the distribution of the direct costs between Internal 
Programs and Services to School Districts Programs, the 
following direct cost distributions may be used in lieu of 
actual time accounting; 
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County offices of education which nave one person 
performing similar activities within the Services to 
School Districts Programs as well as Internal Support 
Services Programs may charge 50% of these costs as a 
direct cost to the Internal Support Services Programs 
and 50% as a direct cost to the Services to School 
Districts Programs. 

lhe costs of the county superintendent of schools and 
the county board of education may be charged as direct 
costs at 50% to the General Administration Program 
within the Services to School Districts category and 
50% to the County Office Adtoinistration Program within 
the Support Services category. 

In addition to the general statements above, more 
specific guidelines follow. 

1) All costs for personnel performing activities for 
both programs may be documented if the allocation 
of 50/50 is not relevant, e.g., County 
Superintendent, County Board of Education, etc. 

2) Costs for Pupil Services activities may be 
distributed as direct costs to each program 
according to the following criteria: 

Assessment activities must be documented. 

Separate personnel may be assigned to perform 
services exclusively for each program. 

Costs may be allocated according to the 
number of days of service to each program. 
If this method is used, documentation of 
number of days is required. 

3) Costs for Instructional Madia activities may be 
distributed as direct costs to each program 
according to the following criteria: 

Cost of services may be distributed according 
to contract amounts with each program. 

If contract amounts do not equal the total 
program costs, the residual will be 
distributed by ADA between the Internal/ 
Services to School Districts reporting lines. 

Cost of services may be distributed according 
to the ADA of each agency. 

Cost of services may be distributed according 
to the PTE teachers of each agency. 
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4) Costs of duplicating/reproduction activities may 
be distributed as direct costs according to the 
usnge by each program. Any residual costs should 
remain in the Canity Administration Internal 
Program. 

5) Costs of legal services, public information 
services, and research and evaluation services may 
be distributed as direct costs according to 
contract amounts or usage amounts. All residual 
amounts should be split pro rata among the 
programs. 

6) Costs of purchasing services may be distributed as 
direct costs according to usage by each agency. 
Any residual should remain in the County 
Administration Internal Programs. 

4. Functions to be Distributed to Other Programs . All services 
to noneducational agencies are reported under nonagency 
programs. 



D. NORMAL OBJECT CLASSIFICATION OF EXPENDITURES 

All Direct Costs are classified as Objects of Expenditures. Some 
object classifications must be limited to specific program 
categories. For example, object classification 2100, 
INSTRUCTIONAL AIDES' SALARIES, is appropriate only for 
Instructional Programs or Special Projects and could never 
properly be charged to a Support Program such as Operations. 

The California School Ao oatmfcfog ffopn?] includes a chart of 
Object of Expenditures by Major Programs on pages 4-33 through 4- 
35, which can serve as an excellent guideline for determining 
program areas to which Direct Costs should be charged. On rare 
occasions, a district may have a unique cost which requires 
deviation from the chart. Generally, however, the chart should 
be followed. A cop*/ of the chart is presented in Appendix E. 



E. 'IRANSFER OF DIRECT COSTS BETWEEN PROG RAMS 

Under certain circumstances, it is necessary to transfer costs 
from one program to another as a Direct Cost. This type of 
transfer would be a charge (debit) to the using program, using 
object account, 5700, Direct Costs for Irrt^-prograiVInter-furei 
Services. A corresponding entry *( credit) is made to the 
providing program to a Contra Account with the same object 
account number to which the debit was made in the using program. 
This process permits reallocation of Direct Costs between 
programs without altering the net charges to the object accounts. 
This is an account to be used to transfer costs from one 
prograiVfund to another. The 5700 account may not be used to 
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record expg pdj^r?? directly payable to vendors, Exanples of 
this type of allocation are instructional and other program 
materials printed in the district printing shop; or fuel, oil, 
and repairs of district vehicles not used for transporting 
pupils, specific use charges for data processing, in-house 
repairs of equipment, and field trips. Following are two 
illustrated exanples of the determination of Direct Cost 
transfers and the accounting for these transactions. 



EXAMPLE 1 : 

Instructional Materials Printed in District 

It is not uncommon for district teachers and curriculum personnel 
to develop instructional materials for use by students in the 
classroom and to .iave them printed in the district printing shop. 
An example of the process required to reflect these costs in 
Account 5700 of the User Program would be x s follows: 

Step 1 - The district operates a print shop. Costs of operating 
the print shop are usually part of the District Administration 
Program. Assume that during the course of the year, the 
following Direct Costs have accumulated in the program: 



2400 


Classified Salaries 


$20,000 


3220 


Public Employees* Retirement System 


1,600 


3320 


OASDHI 


1,200 


3420 


Health and Welfare Benefits 


2,000 


3520 


State Unemployment Insurance 


100 


3620 


Workers' Compensation Insurance 


200 


4521 


Printing Supplies (paper', ii \, etc. ) 


30,000 


5530 


Lease of Equipment 


5,000 


6490 


Purchase of Equipment 


10.000 




TOTAL DIRECT UUb'TS 


$70.100 



Step 2 - Through an analysis of past costs, it is estimated that 
total costs for the print shop are $.03 per printed page and that 
cost allocations will be at that rate. Direct Cost transfers are 
to be made on a monthly basis. From job order forms, it is 
determined that 3,000 pages of workbooks for Special Education, 
Special Day Classes; 2,000 pages of *v v books f or special 
Education, Resource Specialists; and 1,0 ges of evaluation 
forms for counselors for adult educate current students 
(Adult Education Fund) were printed ir * print shop. The 
accounts would be affected as follows: 





USER PUJGUAK3 




PROVIDING 
PROGRAMS 




General Fund General Fund 
Spec. Ed. , Spec. Ed. , 


Adult Ed. 
Fund 
neaim 


Printing and 
Publications 


5711(57X30 


90.00 DR 60.00 DR 




(150.00) CR 


5751(57X50 




30.00 DR 


(30.00) CR 


The actual accounting entries would be: 




GENERAL FUND DIRECT COST PROGRAM TRANSFERS 

Debit Credit 

5711 Workbooks, Special Education, S.D.C. $90 
(3,000 pages § $.03) 

5711 Workbooks, Special Education, R.S.P. $60 
(2,000 pages @ $.03) 

5711 Printing Transfer - Workbooks $150 



ADUIT EDUCATION DIRECT COST INTER-FUND TRANSFERS 

Debit Credit 

General Fund Entiles: 

9110 Cash $30 

5751 Printing Transfer - Forms, Evaluations $30 
(1,000 pages @ $.03) 

Adult Education Fund Entries: 

5751 Forms, Evaluation $30 

9110 Cash ! $30 

Note that the Printing and Publications Program now has two 
Contra Accounts with credit (negative) expenditure amounts 
totalling $180. This reduces the total expenditures for the 
program from $70,100 to $69,920. Also, note that there has been 
no net change in expe nditures by object classification . 
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District Vehicles 



Gasoline and oil purchases in quantity for use in all district 
veliicles should properly be charged to the Stores Account when 
purchased and allocated to the appropriate programs when used. 
However, it is a common practice for school districts to purchase 
gasoline and oil for all vehicles in large quantities and charge 
them to the Transportation Program. Also, the vehicle repair 
shop may be located in the Transportation Department, since most 
of the effort is devoted to maintenance and repair of buses. 
School districts following this practice must transfer costs for 
the operation and maintenance of district vehicles not used in 
transporting pupils as Direct Costs to the appropriate user 
p r ograms. For example: gasoline, oil, and repair costs for 
driver training vehicles represent Direct Costs to the 
Instructional Programs. An exanple of this process would be as 
follows: 

Step 1 - The district purchases gasoline for its bulk storage 
tank and provides fuel for all district vehicles from the tank. 
Oil is purchased in quantity and put into district vehicles as 
needed. Records are maintained of the amount of gasoline and oil 
used by each vehicle. Maintenance and repair of district 
vehicles are done by the Transportation Mechanics. Job cost 
records are maintained which provides the hours of labor and the 
supplies used for each job. The cost of each job is calculated 
by using a standard hourly rate for labor (based on experience) 
and actual cost of supplies. During the course of the year, the 
following Direct Costs have accumulated to the Transportation 



Program: 






2210 


Salary, Director of Transportation 


$ 10,000 


2410 


Salaries, Clerical 


6,000 


2611 


Salaries, Bus Drivers 


100,000 


2612 


Salaries, Mechanics 


15,000 


3220 


Public Employees* Retirement System 


10,000 


3320 


OASDHI 


7,000 


3420 


Health and Welfare Benefits 


8,000 


3520 


State Unemployment Insurance 


500 


3620 


workers' Compensation Insurance 


1,000 


4610 


Fuel (Gas and Diesel) 


20,000 


4620 


Lubrication (Grease and Oil) 


1,000 


4630 


Tires and Tubes 


2,000 


4640 


Tools 


500 


4690 


Other Supplies 


1,000 


6440 


New Equipment 


20,000 


6500 


Equipment Replacement 


4.000 


TOTAL DIRECT COSTS , , K) 


$2.06 ( QQQ_ 
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Step l - Fran Transportation Department records, it is determined 
that the following costs were incurred during the month for the 4fc 
operation and maintenance of vehicles not used for transporting W 
pupils: 

VEHICLE INSTRUCTIONAL SUPPORT 

NO. ASSIGNMENT PROGRAMS PROGRAMS TOTAL 

1 Superintendent $ 70 $ 70 



2 


Assistant Superintendent, 
Instruction 




40 


40 


3 


Assistant Superintendent, 
Business 




50 


50 


4 


Director, Maintenance/ 
Operations 




125 


125 


5 


Director, Transportation 




90 


90 


6 


Director, Food Services 




155 


155 


7 


General Use 




190 


190 


8 


General Use 




230 


230 


21 


Driver Training 


$150 




150 


2? 


Driver Training 


125 




125 




TOTAL 


32Z£ 


S5& 





An example of the Direct Cost Transfer would be as follows: 

Debit Credit 

5721 (57XX) Instructional Supplies, 

Driver Training $275 

5721 (57XX) Gas and Oil Transfer - 

Driver Training $275 



Note that the Transportation Program now has a Contra Account 
with a credit (negative) expenditure amount of $275, which 
reduces the total expenditure for the program from $206,000 to 
$205,725. As in the previous example, there has been no net 
change in expenditures bv object classification . 



0 0 
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NOOE ; The summary of costs by vehicle can now be used to 
allocara Direct Costs from the Transportation Program 
to the District to the various user programs: 



District Administration Program 

Food Services Program 

Plant Maintenance and Operations 

Programs 
Instructional Program 
Appropriate Allocations 



Vehicles 1, 2, 3 
Vehicle 6 

Vehicle 4 
Vehicles 21, 22 
Vehicles 7, 8 



(It should be noted that general vehicle use which 
cannot be allocated to specific user programs will be 
allocated to the District Administration Program. ) 



Transportation Program Vehicle 5 

(These costs remain in the Transportation Program.) 

The preceding two examples have illustrated how an LEA 
reclassifies expenditures when one program within the LEA 
provides services to another program or fund within the LEA. The 
California School Accounting ffin^l, provides a separate account 
code designation for transfers of inter-program versus inter-fund 
expenditures. These are listed below. An LEA may use any number 
within the account code series. For better record keeping 
purposes, an LEA may wish to identify separately each type of 
service provided by using a specific account number within a 
series (e.g., 5711 - Inter-program Printing Expenditures, 5721- 
Inter-program Vehicle Repairs) . 

1. 5700 Direct Costs for Inter-prograiV Inter Services 

Record transfers of the direct costs of services provided on 
an inter-program (within-fund) or inter-fund (between-funds) 
basis. Typical transfers in this account will be services 
provided or products developed by the LEA, such as 
maintenance and repair of duplicating, audiovisual, or other 
equipment; photocopying expenses; field trips; and district 
vehicle use. Transfers shall be recorded within the 
following classifications: 

5710-5749 Direct Costs for Inter-program Services 



Record transfers of the direct costs of services 
provided on an inter-program (within-fund) basis. 
This account series must: zero at the fund level. 



5750-5799 Direct Costs for Inter-fund Services 



Record transfers of the direct costs of services 
that are provided on an inter-fund (between-funds) 
basis. This account series will reflect a balance 
at the fund level but only for the amount of 
between-funds costs; the total between-funds debit 
and credit transactions must net to zero. 
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SPECIAL PROJECTS 



Special Projects, as defined in the Cal ifornia School Aq gxjptjig 
Manual, are "projects and programs that may have their own 
project directors; are approved and funded by state, federal, or 
private agencies, and require special projects budgets and 
audits; and may require financial reports. They usually are 
entirely in support of an instructional program or another 
support program. Direct charges shall be made to a special 
project when the expenditure classification has been expressly 
funded by the donor." 

Ihe procedure for charging Direct Charges to Special Projects for 
column la of the J-380/580 differs considerably from the 
procedure followed for other programs. All experclitures 
expressly funded by the donor are charged as Direct Charges to 
the Special Projects Program, regardless of the nature of the 
expenditure. For exanple, Field Trips, Utilities, Building 
Remodeling, and Student Meals, which would normally be Direct 
Costs to the Transportation, Operations, Maintenance, and Food 
Services Programs, respectively, then allocated as Support Costs 
to the Special Projects, would all be charged directly to the 
Special Projects Program if they are funded by the donor as part 
of the project. LEA contributions to a project, which may be 
either Instructional or Support Program Costs, should be 
allocated as Direct Support to the project. 

The most canton Special Projects are listed on the J-380/580 
Report. LEAs with additional Specie i Projects, which will not 
fit onto the report form, should cart ine the additional projects 
on the "Other Projects" lines provided. 

For column la of the J-380/580, only the costs funded by the 
special project are reported. This means that if the LEA 
expended LEA funds in support of a special project, those 
expenditures must be charged to the program to which the 
expenditure would normally be considered a direct cost. An 
example of this might be as follows: 

An LEA has an ECIA, Chapter 1 g^ant. The grant has provided 
enough funding for five aides. The LEA has identified six 
classrooms as Chapter 1 classrooms and wants to provide for 
one aide for each classroom. Since the Chapter 1 grant only 
provides funding for five aides, the LEA's general, fund must 
provide funding for the sixth. For J-380 reporting 
purposes, this expenditure for the sixth aide must be 
reported on the J-380/580, column la - Regular Education (K- 
12) » The aide will then be transferred to ECIA, Chapter l, 
using column 2 of the J-380/580. This transfer will be 
discussed later in the manual. 

An LEA must review all its special projects to ensure that the 
expenditures reported in column la of the J-380/580 are 
expenditures funded by the special project. The J-380/580 column 
la expenditures must agree with the expenditures reported at the 
close of the special project on the final special project 
financial report submitted to the state or federal government. 



G. SPECIAL PROBLEM AREAS - SPECIAL PROJECTS 



1. LEA Required Match 

Under certain circumstances, an LEA should report Un- 
required matching contributions in column la of the J- 
380/580. If the LEA match contribution is included as part 
of the approved project entitlement and if the amount is 
reported on the final special project financial report, then 
the LEA-required match would be reported in column la of the 
J-380/580. If it is not iijcluded as part of the special 
project entitlement, then the LEA matching contributions 
would be reported in column la of the J-380/580 to the 
program to which it is a direct cost. VEA grants may 
require LEA matching amounts which must be reported on the 
project final financial report. 

2. In-Kind Contributions 

Generally, in-kind contributions are not reported in column 
la of the J-380/580. These contributions are usually not 
reported on any special project financial report. The 
contributions are reported in column la of the J-380/580 to 
the program to which they are a direct cost. If the in-kind 
contribution is included as part of the special project 
entitlement and required to be reported on the special 
project financial reports, then the costs would be reported 
in column la of the J-380/580 to the appropriate special 
project. 

3. Non-Funded Special Project Administration Expenditures 

All special project administration ccsts which are not 
funded by the project entitlement are to be reported under 
the Special Projects Administration Program in column la of 
the J-380/580. The personnel in this program may reside at 
either the central office or the school site. These costs 
may be documented or allocated to the special project using 
column 4 or column 5 of the J-380/580. Allocation 
documentation of costs will be discussed later in Section 
IV. 



H. COLUMN 1A SUPPORT TRANSFERS TO OTHER FUNDS 

The purpose of this section is to determine the amount of General 
Fund/Cuunty School Service Fund support costs still needed to be 
transferred to other funds of the LEA. These represent the other 
funds' share of the LEA's general fund operational costs. To 
determine the amount, first complete column la of the J-380/580 
by inserting the amount already transferred for direct support 
and indirect costs to the Adult Education, Child Development, or 
Cafeteria Funds. The support transfers have been chargeo jo the 
other funds and appear as a negative amount under Account Codes 
7350-7399. Enter this negative amount to the appropriate Fund 
designation in column la of the J-380/580. 
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DIRECT COSTS CHECKLIST 



Information has been provided in this section relative to the 
classification of expenditures as direct costs to programs. 
Before Direct Support Costs can be allocated, it is essential 
that all Direct Costs have been properly classified. LEAs should 
be certain that each of the folic ring processes have been 
completed before beginning to distribute Direct Support Costs: 

1. All expenditures must be accrued and included in the correct 
program classification in column la of the J-380/580. 

2. All expenditures must be charged to the proper object and to 
the programs and locations with which they are idVsntified. 
This may require that seme salaries and other expenditures 
be prorated to two or more programs and/or locations. 

3. Fringe Benefits must be distributed to the programs and 
locations to which the salaries with wtiich they are 
identified were charged. 

4. All holding accounts and holding programs must be cleared by 
trai^f erring the expenditures to the appropriate accounts. 

5. All transfers of Direct Costs (Account 5700) between 
programs/funds must be completed. 

6. If Direct Costs have been incorrectly charged to the 
Program, prepare a journal entry to transfer the incorrect 
Direct Costs by posting these to the appropriate program. 

7. Provide information to staff that will ensure the 
appropriate expensing of all future costs to the correct 
programs. 

As LEAs review year-end financial reports in preparation for 
completion of the J-380/580, they may find that their data 
processing system and account code structure do not capture 
direct cost information by program. A manual, worksheet may be 
required to transfer expenditures from the program charged in the 
data processing system to the program to which the expenditure is 
a direct cost according to the State program classification. For 
those LEAs that experience this situation, a sample worksheet has 
been provided in Appendix F to assist in the reclassification of 
expenditures. 

Congratulations! 0no_ you have completed the direct cost 
checklist, you have completed all the information necessary to 
prepare column la of the J-380/580. Transfer the information 
directly from your LEA's financial reports, or the manual 
worksheet, directly to column la of the J-380/580. 

The final check before moving to column lb of the J-380/580 is to 
verify that the total expenditures reporter' in column la of the 
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J-380/580 equal the total expenditures reported for the J- 
201/401, the Budget and Annual Financial Report. Both reports 
reflect the total expenditures of the LEA. The J-380/580 reports 
expenditures only by program sort. The J-201/401 reports 
expenditures by object sort with a restricted/unrestricted 
designation. 

1. For the J-380, total column la and verify that the total for 
this column agrees with the J-201 Summary, column C, lines 
B-10 (EDP 85V) plus D-lb (EDP 903) plus D-26 (EDP 967) . 

2. For the J-580, total column la and verify that the total for 
this column agrees with the J-401 Sunroary, column C, lines 
B-10 (EDP 857) plus D-16 (EDP 903) plus D-26 (EDP 967) . 



1988-89 CHANGES TO THE J-380/580 

Earlier in this section, the changes to programs/classifications 
for l r 38-89 were identified. The only additional change for 
1988-89 is the creation of a column lb. This column will reflect 
the expenditures charged to the Routine Repair and Maintenance 
Fund. These expenditures will be reported in column lb under the 
maintenance programs as direct costs to this program. 



CHOICES FOR DD'vECr SUPPORT AND INDIRECT SUPPORT POSTS 

The final decision an LEA must make relative to the J-380/580 and 
the budget development process is the budgeting of Direct Support 
and Indirect Costs to programs. 

The J-380/580 requires the distribution of Direct Support and 
Indirect Support Costs based upon specified formulas. These 
distribution methods will be discussed in Section IV of this 
manual. 

An LEA may choose to use the state-required distribution methods 
for support costs or may choose to use their own rornulas. The 
following are issues that might be considered in making a 
decision. 

1. The state does require that all LEAs complete the J-201/401 
(Annual Budget Report), which mu*t be adopted bv the Board 
of Education. There is a minimum requirement for the 
reporting of cost information by program. The minimum 
reqidrement is that LEAs must show program costs, at least, 
equal to revenues of the program. Depending upon the level 
of revenues, the program expenditures could include only 
Direct Costs or may include both Direct and Support Costs. 

2. LEAs must assess management information needs for reporting 
of budgeted program expenditure information. For example, 
if there is a separate meter on a building, the actual costs 
for gas and electric could be charged to a program as a 
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budgeted support cost. However, this cost would not be 
permissible for J-380/580 reporting purposes. Adjustments Jfc. 
to data may be required if non-J-380/580 data are utilized, 

3. Two separate reports with cost information data may be 
circulating in the LEA. The LEA must be prepared to provide 
a rationale for the differences. 

Your LEA must cc.isider the options available for budgetary 
purposes. Choose the method most appropriate for your LEA, 
recognizing that adjustments may be required when preparing the 
J-380/580. 
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SECTION IH: 



J-380/580 GDIIlfl 2 
ADJUSTMENTS TO SRTCXAL PROJECTS 



COLUMN 2 - ADJUSTMENTS FOR SPECIAL PROJECT (DCNCR-A17IICRIZED) CHARGES 



The California School Accounting Manual requires that direct charges 
reported in column la of Form J-380/580 for Special Projects be reported 
differently than direct costs for all other programs, only costs expressly 
funded by the donor are reported as donor-authorised costs to Special 
Projects include direct costs, direct support costs, and indirect costs. 
Any instructional costs associated with a Special Project, but not 
reiinbursed by the donor, are reported as direct costs to Instructional 
Programs. 



I. SPECIAL PROJECTS - COLUMN 2 ADJUSTMENTS 

Column 2 of the J-380/580 is used to make the adjustments for those 
donor- authorized charges reported in column la which are not Direct 
Costs to the Special Projects, but are in fact, Direct Costs to a 
Support Services, Auxiliary, Facilities, and Other Outgo Programs. 
These donor-authorized charges are usually classified as Direct 
Support Costs or Indirect Costs to the Special Project. An ex- iple 
would be a donor-authorized charge for a custodian's salary. This 
charge was initially reported in column la because it was expressly 
funded by the donor (Special Project), and is, therefore, a donor- 
authorized charge. However, this is not a Direct Cost to the Special 
Project; it is a Direct Cost to the Plant Operations Program. 
Therefore, this charge must be transferred from the Special Project to 
the Plant Operations Program. The transfer is accomplished as 
follows: 

The cost of the custodian's salary must be subtracted from the 
appropriate Special Project (s) . 

The cost of the salary should appear as h. negative number in 
column 2 on the EDP line for the specific Special Project which 
funded this cost. 

The same dollar amount should also appear as an addition in 
column 2 on the EDP line entitled "Plant Operations." 



Example of above entries for custodian's salary and benefits: 

Column 1A Column 2 Column 3 

Special Project $15,000 ($15,000) $ 0 

Plant Operations 0 15,000 15,000 



This adjustment process should be used for all donor-authorized 
charges reported in column la under the Special Projects but 
which are actually Direct Costs to a Support Services, Auxiliary, 
Facilities, and Other Outgo Program. 



IU-1 



II. INSTRJCTICNAL PROGRAMS - CDIIMN 2 ADJUSTMENTS 



Column 2 is also used to make adjustments for those costs that are 
Direct Costs of a Special Project taut are not funded or are not a 
donor-authorized charge of the Special Project. These costs are found 
in column la as a direct charge to another Instructional Program since 
they are direct instructional costs but are not funded by the Special 
Project. Since the purpose of column 2 is to transfer toarges to the 
program to w.iich they are a Direct Cost, these types of charges must 
be transferred from the Instructional Programs to the Special 
Projects. An example of this type of charge would be an aide paid for 
by the General Fund (Regular Education Program), but working 
exclusively in the School Improvement Program (SIP) . This charge 
would be transferred as follows: 

The aide's cost must be subtracted from the Regular Education 
Program and added to the SIP Program. 

Ihe cost of the aide's salary and benefits should appear as a 
negative number in column 2 on the EDP line for the Regular 
Education Program. 

Ihe srae dollar amount should also appear as an addition in 
column 2 on the EDP line entitled "SIP." 



Example of above entries for aide's salary and benefits: 



This adjustment process should also be used for all direct 
instructional costs that are funded by another Instructional 
Program but are actually Direct Costs of a Special Project. 

In analysis of the expenditures funded by the Special Project and 
reported in column la of the J-380/580, instructional costs are 
defined in the same manner for a Special Project as for an 
Instructional Program. The general expenditures that are to be 
classified as instructional costs are: 



TYPE OF EXPENDITURE DEFINITION ___ 

Teachers' Salaries: Includes payment for other duties 



Regular Education (K-12) 
SIP 



Column 1A 
$8,000 
0 



Column 2 
($8,000) 
8,000 



Column 3 
$ 0 
8,000 



as described on page 4-13 of the 
California School Accounting 
Manual . 



Instructional Aides' Salaries: 



Used directly for classroom 
instruction. 
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TOPE OF EXPENDITURE 



Utt'JUlTlON 



Enployee Benefits for Teachers Used directly for classroom 
and Instructional Aides: instruction. 



Textbooks: 

Other Books: 

Instructional Supplies: 

Personal Services of Consultants, 
Lecturers, and Others: 

Travel and Conference: 

Contracts/Rents and Leases: 

Maintenance of Instructional 
Equipment: 

New Equipment: 



Used directly for classroom 
instruction. 

Used directly for classroom 
instruction. 

Used directly for classroom 
instruction. 

For direct presentation to 
students. 

For travel between school &i*"is 
for teachers, such as Speech 
Therapists, who teach at more than 
one location; for attendance at 
workshops directly related to 
classroom instruction. 

Directly related to classroom 
instruction, such as contract for 
data processing equipment for 
computer-assisted instruction. 

Is a Direct Cost to the program 
using the equipment. 

Used directly for classroom 
instruction. 



Equipment Replacement: Piece-by-piece replacement of 

equipment used directly for 
classroom instruction. 

The adjustment procedures outlined above should be applied, as needed, 
at the end of the fiscal year for every Special Project and 
Instructional Program offers, by each LEA. 
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HI. SPECIAL PROBLEM AREAS 

Following is a list of special project-related expenditures and the 
programs to which these expenditures should be reported in column la 
and column 3 of the J-380/580. 



ERIC 



TYPE OF EXPENDn 



GOIim 1A PBOGRAM 



OOIIM* 3 PROGRAM 
(DIRECT cran W 



1. Project-funded field trips 



2. District-funded field trips 
for project students 

3. Funded clerical costs 



4. Funded special projects , 
director 

5. Unfunded special projects 
director 

6. Excess-funded costs of a 
Miller Unruh teacher 

7. Funded Mentor teacher 



8. 10th grade counseling 

9. Funded indirect costs 

10. Funded counselors 

11. Funded telephone costs 



12. Funded rental of a 
classroom 



Designated special 
project 

Regular Education 
(K-12) 

Designated special 
project 

Designated special 
projects 

Special Projects 
Administration 

Regular Education 
(K-12) 

Mentor Teacher 



Designated special 
project 

Designated special 
project 

Special Projects 
Administration 

Special Projects 
Administration 

Special Projects 
Administration 

Miller Unruh 



Instructional 
Administration 



10th Grade Counseling Pupil Services 



Designated .special 
project 

Designated special 
project 

Designated special 
project 

Designated special 
project 



District 
Administration 

Pupil Services 
Plant Operations 



Facilities/Rents 
and Leases 




Refer to Appendix C, Section H for further special problem areas. 



IV. COMPLETION OF J-380/580 WORKSHEET 2 

The paragraphs above have outHned the process required of an LEA in 
analyzing their programs to determine the entries required for column 2 
of the J-380/580. In preparing the analysis, an LEA may consider: 

Using a field in the account code structure to accumulate the 
program information required for column 2 of the J-380/580. 

Manually analyzing an LEA's program financial reports and^^ 
determining the required entries for column 2 of the J-380/580 . fl| 
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Once the analysis of all special projects and instructional programs 
has been completed, the LEA is ready to prepare Worksheet 2 of the J- 
380/580. Worksheet 2 of the J-380/580 is comprised of three component 
sections, Worksheet 2a, Worksheet 2b, and Worksheet 2c. 

Worksheet 2a adjusts the donor-authorized (funded) costs of 
support services activities (both direct support ana indirect 
support costs) from Special Projects to the Support Services 
Programs. 

Worksheet 2b adjusts non-donor-authorized (unfunded) costs of 
Special Project instructional activities from the Instructional 
Programs to Special Projects. 

Worksheet 2c combines the information developed in Worksheets 2a 
and 2b. 

(Please note that column 2 of the J-3 30/580 must zero out since 
expenditures are only being transferred from one program to another.) 

The State Department of Education 1 s procedures for completing each 
component of worksheet 2 are provided in Appendix L, State Department 
of Education J-3 80 Forms and Instructions. 



COLUMN 3 OF THE J-380/580 

Congratulations! Once you have completed column 2 of the J-380/580, 
you are ready to complete column 3 of the J-380/580. Column 3 of the 
J-380/580 represents the true direct costs of every program. This is 
necessary to determine prior to the distribution of the support program 
costs to be discussed in Section IV of this manual. 

Following are instructions for completing column 3 of the J-380/580. 

COMPLETE COLUMN 3, "ADJUSTED DIRECT COSTS" 

For each program, add across columns 1 and 2 and enter the results 
in column 3. 

Total column 3 and verify that the total for column 3 is the same 
as the total for column 1 of the J-380/580. 



SECTION IV: 



DEFINING AND ACCOUNTING FOR 
DIRECT SUFTORT AND INDIRECT COSTS 



J-380/580 PROGRAM POST REPORT OVERVIEW - SUPPORT POSTS 

All programs operated by the LEA have direct costs as specified in 
Column 3 of the J-380/580. Certain programs operate primarily to 
support and/or facilitate the instructional/auxiliary activities of 
the LEA. These programs have been identified as "provider programs." 
These "provider" programs shall distribute their column 3 costs as 
support to "user programs." "User programs" are defined as programs 
that utilize the service of another program. User programs are: 

INSTRUCTIONAL 

General Education 
Special Education 

SPECIAL PROJECTS 

AUXILIARY SERVICES 

Community Services 

Food Services 

Retiree Benefits 

Child Development Activities 

Nonagency Activities 

SUPPORT TO OTHER FUNDS 

All costs of services accumulated in the following support service 
provider programs must be distributed as direct support to the user 
programs noted in the preceding paragraph: 

Instructional Administration 
Instructional Media 
School Administration 
Pupil Services 

Special Projects Administration 
Pupil Transportation 

In addition, a portion of the costs of services accumulated in the 
following support service provider programs that nave been designated 
as direct support must also be distributed to the user programs noted: 

Centralized Data Processing 
Plant Maintenance 
Plant Operations 
Facilities/Rents, and Leases 

The remaining, or residual costs, in these support service provider 
programs shall be distributed as indirect costs. 
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Indirect Support Provider Programs are identified as: 

District Administration 
Centralized Data Processing 
Plant Maintenance** 
Plant Operations** 
Facilities/Rents and Leases** 

(** indicates "RESIDUAL VALUES ONLY") 

Further, Auxiliary Programs, such as Food Services, may be subject to 
the distribution of direct support charges to other programs. For 
example, the direct costs of special preschool meals are initially 
charged to the Food Services Program and are subsequently distributed 
as direct support charges to the preschool program. 

The graph on the following page provides an overview of the provider 
programs • distribution of costs. The distribution of direct support 
and indirect costs is discussed in the following sections. 
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J-380/580 PROGRAM COST REPORT OVERVIEW 



ADJUSTED 
DIRECT COSTS 
(Column 3) 



DOCUMENTED 
DIRECT SUPPORT COSTS 
(Column 4) 



ALLOCATED 
DIRECT SUPPORT COSTS 
(Column 5| 



INSTRUCTIONAL 
General Education 
Special Education 

SPECIAL PROJECTS 

AUXILIARY SERVICES 
Community Services 
Food Services 
Retiree Benefits 
Child Development Activities 
Nonagency ActlvlUes 

SUPPORT TO OTHER FUNDS 



DIRECT SUPPORT SERVICES 
Instructional Administration - 

Instructional media- 

School Administration 

Pupil Services 



Special Projects Admin.- 

Plant Maintenance 

Man! Operations 

Pupil Transportation 



FaclllUes/Rents and Leases. 
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II. DISmTEtmCN OF SUPPORT POSTS 



As reflected in the preceding graph, support charges must be 
distributed by means of the following methods: 

Allocated Direct Support Method 
Documented Direct Support Method 
Indirect Support Method 

For direct support, unless the documented direct support method is 
authorized and used for a particular provider support service program, 
the costs must be distributed by means of the allocated direct support 
method, as specified for that support service program. Following are 
the Provider Support Service Programs and the allowable distribution 
methods. 

A. Instructi onal Administration . All costs of the Instructional 
Administration Program shall be distributed to user programs as 
direct support charges. The documented direct support method may 
be used to distribute instructional administration costs when the 
criteria of the documented direct support method are met. All 
remaining instructional administration costs shall be allocated 
on the basis of the FTE method. 

B. Instructional Media . All costs of the Instructional Media 
Program shall be distributed to user programs as direct support 
charges and allocated on the basis of the PTE method. The 
documented direct support method may not be used to distribute 
instructional media costs. 

NOTE: Specific or special materials used exclusively in a 
program or project, and not as a part of the central library, are 
charged as a direct cost to that program/project as instructional 
supplies. 

C. School Administration . All costs of the School Administration 
Program shall be distributed to user programs as direct support 
charges. The documented direct support method may be used to 
distribute school administration costs of a school site offering 
one program only (e.g., all special education or all ROC/RDP) 
when the criteria of the documented direct support method are 
met. All remaining school administration costs shall be 
allocated on the basis of the FTE method. 

D. Pupil Services . All costs of the Pupil Services Prog-ram shall be 
distributed to the various user programs as direct support 
charges. The documented direct support method may be used to 
distribute pupil services costs when the criteria of the 
documented direct support method are met. 

The costs of special education assessment services must be 
distributed by means of the documented direct support method to 
the special education sub-program, assessment costs. All 
remaining pupil services shall be allocated on the basis of the 
FTE method. 
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Special Projects Administration . All the costs of the Special 
Projects Administration Program shall be distributed to user 
programs as direct support charges. The documented direct 
support method may be used to distribute special projects 
administration costs when the criteria of the documented direct 
support method are met. All remaining special projects 
administration costs shall be allocated on the basis of the ratio 
of costs method. 

District/Oounty Administration . All costs of District/County 
Administration will remain in the indirect support pool to be 
distributed as indirect costs. 

Centralized Data Prooessina . The costs of Centralized Data 
Processing Services should be distributed as documented direct 
support. Any cost not distributed as documented direct support 
shall remain in the indirect support pool to be distributed as 
indirect costs. 

Plant Maintenance an d Plant Operations. Generally, Plant 
Maintenance and Plant Operations costs are considered an agency- 
wide cost of doing business and are thus shared equitably by all 
programs. No programs should reflect a disproportionate share of 
these costs because they happen to be assigned to classrooms or 
facilities that incur high plant maintenance and/or operations 
costs. 

Plant Maintenance . Most costs for the Plant Maintenance Program 
shall be distributed to user programs as direct s\<ppcrt charges. 
The remaining plant maintenance costs shall rema'ji in the 
indirect support pool, to be distributed as indirect costs. 

The documented direct support method may not be used to 
distribute plant maintenance costs, except as follows: 

Offices of the county superintendents of schools may use the 
documented direct support method to distribute the costs of 
plant maintenance for specialized single program sites or 
specialized single program buildings to the user program. 

• 

All ovher plant maintenance costs shall be allocated to use- 
programs on the basis of the classroom units method. No 
allocation will be made to the district administration, plant 
maintenance, or plant operations programs; these amounts shall 
remain in the indirect support pool, to be distributed as 
indirect costs. 

Plant Operations . Most costs for the Plant Operations Program 
shall be distributed to user progiams as direct support charges. 
Thfcs remaining plant operations costs shall remain in the indirect 
support pool, to be distributed as indirect costs. 

The documented direct support method may not be used to 
distribute plant operations costs, except as follows: 



IV-5 r» 



Offices of the county superintendents of schools may use the 
documented direct support method to distribute the costs of 
plant operations for specialized single-program sites or 
specialized single-program buildings to the user program. 

All other plant operations costs shall be allocated to user 
programs on the basis of the classroom units method. No 
allocation will be made to the District Administration, Plant 
Maintenance, or Plant Operations Programs; these amounts shall 
remain in the indirect support pool, to be distributed as 
indirect cost*.. 

Pupil Transportation . All costs for the Pupil Transportation 
Program shall be distributed to user programs as direct support 
charges as follows: 

Other than home-to-school . The documented direct support 
method shall be used to distribute costs for other than 
hcme-to-school pupil transportation costc (i.e., related 
services) by mesns of one of the following methods: 
(1) actual costs from the bus contractor; and (2) fixed rate 
per mile plus paid driver layover time. All charges for 
pupil transportation services to organizations outside the 
district (parent-teacher associations, recreation districts, 
and so on) shall be made to the appropriate auxiliary 
program as a documented direct support cost. 

Home-to-school . The costs for home-to-school pupil 
transportation shall be distributed by means of one of the 
following methods: 

Specific use . The documented direct support method may 
be used to distribute the entire cost of operating a 
vehici<3 that is used entirely for a specific program 
(e.g., special education, desegregation, and so on) to 
that specific user program. Detailed cost records 
(work rders, contracts, and so on) , as well as 
detailed rider logs must be maintained. 

Remaining home-to-school costs . All other home-to- 
schooi osts, including dirrct support costs from other 
support service programs and costs of operating 
vehicles not distributed under specific use criteria 
(see number 1) must be allocated to all user programs 
on the basis of the pupil's transported method. 

Facilities . All costs of leased or rented facilities shall be 
distributed as direct support charges. Generally, costs for 
leased or rented facilities are considered as agencywide "costs 
of doing business" and, thus, are shared equitably by all 
programs. 

The documented direct support method may not be used to 
distribute the costs of leased or rented facilities except as 
follows: 
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The documented direct support method my be used to 
distribute only costs of renting or leasing a facility on a 
site on which no agency-owned facilities are located when 
required by state or federal agencies for programmatic 
purposes. Certification of the requirement is necessary. 
For example, a school district leases a facility to house 
FOP classes. The facility is near a shopping center at 
which most of the students are being trained. However, 
because it was a district administrative decision to house 
the POP classes rather than other program classes in the 
rented facility and was not a state or federal requirement, 
the cost of the lease payments would be distributed to all 
district programs as allocated support costs. (The leased 
classrooms would be included as ROP classrooms in the 
distribution. ) 

On the otlier hand, an office of the county superintendent of 
schools leases a classroom from a school district to house a 
special education class. The action is necessary for 
programmatic purposes because the special education class is 
required by the State to be at a regular school site for 
minstreaming purposes. The office of the county 
superintendent of schools owns no regular education schools 
at which the class could be located. The cost for the lease 
payments would be distributed as a documented direct support 
cost to the Special Education Program. 

All other costs of leased or rented facilities shall be allocated 
to user programs on the basis of the classroom units methods. 
Allocations for district administration, plant maintenance, and 
plant operations units shall be made to the District 
Administration Program. 

All Instruct ional and Special Project Programs shall receive 
direct support costs from the provider support programs. In 
addition, there are certain auxiliary programs that receive or 
may dii^ibube .support costs. These are identified as follows: 

M. Community Services . Costs of Community Services shall never be 
distributed as direct support charges. However, this program may 
receive direct support charges, such as plant maintenance, plant 
operations, and pupil transportation. 

N. Retiree Benefits . Costs of Retiree Benefits paid on behalf of 
retired personnel shall neither receive direct support charges 
from other programs nor be distributed as direct support charges. 

0. Food Services . Donor-authorized Food Services expense shall be 
reported as a direct cost to the special project and an adjusted 
direct cost to the food services program. Food services costs 
that are identified as direct support costr to specific user 
programs shall be distributed by means of the documented direct 
support method. All other expenditures shall remain in the Food 
Services Program. However, this program may receive direct 
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support charges, such as plant mintenance and plant operations. 



P. Child Development Activities . Costs of Child Development 
Activities shall never be distributed as direct support charges. 
However, this program may receive direct support charges, such as 
plant mintenance, plant operations, and food services. 

Q. Nonaaency Activities . Costs of Nonagency Activities shall never 
be distributed as direct support charges. However, this program 
may receive direct support charges, such as instructional 
support, plant maintenance, and plant operations. 

Now that the distribution methods have been identified for each of the 
provider support programs, each of the distribution methods will be 
discussed in greater detail. 



IH. THE DOCUMENTED DIRECT SUPPORT METHOD 

The Documented Direct Support Method is generally an option for 
distributing direct support costs. The documented Direct Support 
Method is available when use of the Allocated Direct Support Method 
does not reflect a reasonable distribution of direct support costs to 
user programs. Documented direct support may be used to present those 
direct support costs that, when ccinbined with a program's or project's 
direct costs, may produce the marginal or variable costs for the 
program or project. In this method, costs mus* u . meet both of the 
foil wing criteria: 

The specific costs would not occur if the user program were 
discontinued. 

The costs must be supported by auditable documentation. 
Auditable documentation requires that time reports and 
contemporaneous records of activities be maintained. 

The Documented Direct Support Method must be used to accumulate and 
distribute all pupi.*. services rosts associated with special education 
asse'ssment activities. THERE NO REQUIREMENT TO DOCUMENT ANY OTHER 
PERSONAL DIRECT SUPPORT COSTS. 

Use of the Documented Direct Support Method to distribute a product or 
a service (e.g. , a position or a service contract) basically requires 
that all costs for that product or service must be distributed t a 
documented support cost. 



A. DOCUMENTATION OF SUPPORT SERVICES TO USER CATEGORIES 

The Documented Direct Support Method may be used to document 
certain support service programs to designated general 
categories, rather than to individual programs or projects, when 
the services support all programs/activities within the category. 
These categories are the General Education category and the 
Special Education category. 
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Uso of the Documented Direct Support Method for these two 
categories is authorized for distribution of the following 
support service programs costs: Instructional Administration, 
Schc >1 Administration, and Pupil Services. Services documented 
to these categories are then allocated to all programs within the 
category by the FTC method. 



DOCUMENTED DIRECT SUPPORT APPLICATIONS 

Use of the documented method is authorized for distribution of 
certain support service programs to user programs. The following 
chart details the allowed applications: 



SUPPORT PROGRAM/ACTIVITY 

Instructional Administration 
Instructional Media 
School Administration 
Pupil Services 
Special Education Assessment 

Costs 
Special Projects 

Administration 
District Administration 
Centralized Data Processing 
Plant Maintenance (Districts 

Only) 

Plant Maintenance (County 

Offices Only) 
Plant (jjperations (Districts 

Only) 

Plant Operations (County 

Offices Only) 
Pupil Transportation 
Food Services (Limited 

Applications) 
Facilities/Rents and Leases 



MAY DOCUMENT T O 
MUST SINGLE GENERAL CANNOT 
DOCUMENT PROGRAM CATEGORY DOCUMENT 



X 



X 
X 



X 
X 

X 



X 
X 

X 
X* 



X 

X 
X 



X 
X 

X 



* Restrictions apply: Refer to the California School 
Accounting Manual for further information on distributing 
these costs as documented direct support. 



qjMENTATION REQUIREMENTS 

Use of the documented direct support method to distribute support 
service programs costs requires the maintenance of specific 
records by support service staff. Support costs distributed as 
documented direct support, whether to single or multiple 
programs, require, at least, the following documentation: 
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Personnel Costs (employee activity worksheet and special 
education assessment activities worksheet). An activity 
worksheet must be completed only if the employee's time is 
to be distributed as a documented direct support cost. Us^. 
of an activity worksheet to report time spent in various 
programs means that the employee must be able to 
substantiate the information reported. This substantiation 
consists of contemporaneous documentation, such as 
appointment calendars, client records, notices of meetings, 
and so on. Such documentation must be retained by the 
school district or the office of the county superintendent 
of schools for a minimum of three years after the year of 
audit. 

Employees working in more than one function or position will 
need to maintain time accounting records for each support 
function (e.g., an enployee working half-time as a project 
director and half-time as a psychologist). Employees 
working part-time in a teaching position (including DIS) and 
part-time in a support position will also need to maintain 
an activity worksheet to record the time spent in the 
support function and in the teaching function. 

Activity worksheets are not corpleted by clerical staff. 
Such costs are included with the support service to be 
distributed. 

Employee Activity Worksheet . This form must be used by 
personnel working in support positions whose time is to be 
documented. A district may develop its own form and 
incorporate additional information desirable for local 
needs. Any district-developed form must include, as a 
iitinimum, the following specific elements: 

Reporting Frequency . Employee activity worksheets must 
be completed at least monthly and filed with the 
business office. 

Information to be reported . The foil wing basic 
information must be recorded for each employee working 
in a support function: 

1) Name of school district 

2) Employee's name 

3) Employee's position/title 

4) Period covered by the worksheet 

5) Signature of employee 

6) Signature of supervisor 

7) Work activity information 

For employees assigned to a single program or category, 
record the name description of the program or activity. An 
employee activity worksheet will provide the minimum 
documentation requirements when the entire assignment is in 
support of one program or project. Employees working 100% 
in support of one program need not keep track of their time 
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by hours. They need only sign a certification statement on 
the employee activity worksheet that they supported the 
program for all of their time. 

For employees assigned to support positions that serve more 
than one program, record the following: 

1. Name/description of the program or activity 

2. Dates worked 

3. Hours worked 

Record only actual hours worked (these hours will be used as 
the basis for distribution of costs to the programs) . 
Include overtime hours worked (whether paid or unpaid) , and 
exclude time off (vacation, sick leave, and any other time 
off) . Report to the nearest quarter hour any time worked of 
less than one hour. Minimum documentation requirements 
include a summary time sheet plus contemporaneous records 
that detail the time spent on each t? r k for each program. 

Appendix G provides a sample employee activity worksheet. 

Special education assessment activities worksheet . All 
Pupil Services Staff performing special education 
assessments most complete this form for any time spent on 
special education assessment activities. This time will be 
recorded as documented direct support to the special 
education sub-program, assessment costs, or tc the services 
to school districts' sub-program, special education 
assessment costs. A district may develop its own form and 
incorporate additional information deemed desirable for 
local needs. Any district-developed form must include, as a 
minimum, the specific elements listed here: 

Reporting Frequency . Special education assessment 
activities worksheets must be completed, at least, 
monthly and filed with the business office. 

Information to be reported . The following batlc 
information must be recorded for each employee working 
in a support function: 

1) Name of school district 

2) Employee ' s name 

3) Employee ' s position/title 

4) Period covered by the worksheet 

5) Signature of employee 

6) Signature of supervisor 

7) Work activity information 

Record only actual hours worked (these hours will be 
used as the basis for distribution of costs to the 
programs) . Include overtime hours worked (whether paid 
or unpaid) and exclude time off (vacation, sick leave, 
and any other time off) . Report to the nearest 
quarter hour any time worked of less than one lour. 

iO "i 
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The minimum documentation requirements include a 
summary time sheet, plus corrteraporamous records that 
detail the time spent on each special education 
assessment task and he name of the student being 
ass e s se d. If the task involves consultations, record 
the name of the persons consulted. This information 
may be recorded in the enf>io^3e's time calendar or 
equivalent record. 

Special Education Assessment Activities begin from the date 
of the written referral for assessments. They do not 
include student study teams' pre-special education referral 
activities. 

Travel time is credited to assessment time only when the 
assessment activity is the primary reason for the travel. 

Travel time is not credited to assessment time when 
regularly scheduled DIS activities and /or contracted 
services (such as psychological services contracted from the 
county office of education) are provided, even if 
assessments occur during the same trip. 

Support staff (i.e., clerical staff) to the Pupil Services 
Staff will not complete any forms. All costs for the 
support staff personnel and all other expenses by Pupil 
Services Staff will be distributed as documented direct 
support costs to the Special Education Assessment Program 
based upon the percentage of time documented by the Pupil 
Services Staff. 

Appendix H provides a sample of the Special Education 
Assessment Activity Worksheet plus a copy of the 
contemporaneous record, the calendar. Please note that this 
worksheet is very similar to the ones in Appendix H. 

Non-personnel costs . Non-personnel costs charged as 
documented direct support must be substantiated by 
documentation that identifies the program(s) that received 
the services, supplies, or equipment. The signature of a 
program administrator acknowledging receipt o; the services, 
supplies, or equipment on a document, such as an invoice, 
requisition request, purchase order, receiving report, 
contract, or inventory listing of equipment, will validate 
the charge. 



D. DISTRIBUTION OF DOCUMENTED DIRECT SUPPORT 

The monthly activity worksheets will be used to determine 
employee activities on an annual basis for distribution of the 
annual costs. 
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To develop the distribution of the documented direct support 
costs, record the actual hours worked in each program during the 
fiscal year (as reported en the monthly activity worksheets) . 
Determine a proration by computing a ratio of the time spent in 
each program to the total time worked. Distribute the support 
service program costs based on the computed proration. The same 
proration will be applied to all costs associated with the support 
activity, including clerical staff. 

Following are two exanples to illustrate the distribution of costs 
to support programs through the use of the monthly activity 
worksheet. 



EXAMPLE 1; A SSIGNMENT TO MORE THAN ONE PROGRAM . A Coordinator Of 
Instruction is assigned to the Regular Education, GATE, SIP, and 
Special Education SDC programs. 

Step 1: Determine the actual annual hours worked by the 
coordinator frua the activity worksheets: 

Regular Education 416 hours 

GATE 350 hears 

SIP 330 hairs 

Special Education SDC 400 hours 

TOTAL l f 496 hours 

The proration would be computed as follows: 

hours = 27.8% 



Regular Education: 


416 




1,496 


GATE: 


350 




1,496 


SIP: 


330 




1,496 


Special Education SDC: 


400 




1,496 



hours = 23.4% 

hours = 22.1% 

hours = 26.7 % 

TOTAL 100. 0% 



Step 2: The salary and benefits of the coordinator are a direct 
charge to the Instructional Administration Program. The 
salary and benefits of the coordinator's clerical staff 
are also a direct charge to the Instructional 
Administration Program. 



Coordinator Salary and Benefits $24,500 

Clerical Salary and Benefits 10,000 

Supplies 2,000 

Travel Expenses l .ooo 

TOTAL COSTS $37,500 
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Step 3: The total instructional adndnistration costs for the 
coordinator would be distributed utilizing the conputer 
proration: 

TOTAL COSTS: $37,500 

Regular Education X 27.8% = $10,425 

GATE X 23.4% = 8,775 

SIP X 22.1% = 8,288 

Special Education SDC X 26.7% - 10,012 



EXAMPLE 2: ASSIGNMENT TO ONE CATEGORY . The Director of Special 
Education (one category) generally provides services to all 
programs in this category. 

Step 1: Determine the annual activity worked by the director 
from the activity worksheets: 

Special Education 12 Months 

Step 2: The salary and benefits of the director are a direct 
charge to the Instructional Administration program. The 
salary and benefits of the director* s clerical staff are 
also a direct charge to the Instructional /Ministration 
Program. 

Director Salary and Benefits $35,000 jttk 

Clerical Salary and Benefits 15, 000 

Supplies 3,000 
Travel Expenses 1.000 

TOTAL EXPENSES $ 54 f 000 

Step 3: Determine the allocation of the total costs of the 
director to programs within the Special Education 
category, utilizing the teacher PTE method: 

Special Day Class (SDC) Teacher 10 

Resource Specialist Program (RSP) Teachers 15 

Designated Instructional Services (DIS) Specialists 15 

TOTAL 4J1 

The proration would be computed as follows: 

SDC: 10/40 = 25.0% 

RSP: 15/40 = 37.5% 

DIS: 15/40 = 37.5 % 

TOTAL M 

Step 4: The total costs for the director would be distributed by 
utilizing the cxxirputed allocation: 

TOTAL COSTS: $54, 000 

SDC X 25.0% - 13,500(B 

RSP X .17.5% * 20,250^ 

DIS X 37.5% ■ 20,250 



9 

ERIC 



iv-k;:; 



SPECIAL roOBU M AREAS - DOCUMENTED COSTS 



Special Education Transportation - For home-to-school 
transportation, these costs nay be documented only if the 
bus is used exclusively for transportation of special 
education students , Detailed cost records for the operation 
of the bus plus detailed rider logs must be maintained. If 
yr*ir LEA contracts for special education transportation, the 
cx itract plus invoices will waste as the documented records. 

Data Processing - These casts should be documented to user 
programs whenever possible. Generally, documentation is 
based on CPU time. Any remaining balance will be 
distributed as an indirect cost. 

Ple2 2 refer *:o Appendix C, Sections B, C, and D, for 
additional information relative to specific issues for the 
Documented Direct Support Cost Method. 



yyjjm minoti process 

If your LEA decides to document costs, a process should be 
established at the beginning of the fiscal year. The c ollowing 
are items to consider in developing a documentation process: 

Carefully review the documentation requirements outlined in 
this section. 

* 

Identify personnel costs and other aosts which are to be 
documented. 

Develop a form that will indicate how Support Services staff 
time is spent on programs. Use the form to transmit the 
information to your business office on a regular basis. The 
Employee Activity Worksheet (appendices G and H) is an 
example of such a form. 

Determine what the contemporaneous records will a that are 
backup documentation to the sunmary time su«et (i.e., 
Enployee Activity Worksheet). Generally, an employee's 
calendar will satisfy this requirement. 

Determine the costs, other than personnel costs, which are 
to be documented, and develop a system to document those 
costs. 

Develop a process for obtaining t needed documentation. In 
doing so, you should consider the* following: 
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Hew often will the documentation forms he submitted? 

To whan are the forms to be submitted? 

Who is responsible for collecting and monit oring data? 

Where will the contemporaneous records be mintained? 

Who is responsible for the in-service training of personnel 

as to these activities? 

Will the Data Processing System capture seme of the costs, 
or will the costs oe captured via a manual system? 

Provide in-service training for all appropriate personnel as 
to the process and the use of forms. 



G. PREPARATION OF TOE J-380/580. Wtarksheg. i 

The LEA mist define the documentation process and be able to 
accumulate these costs by the end of the fiscal year. Once the 
costs have been accumulated, Worksheet 3 of the J-380/580 can be 
completed. Congratulations! Refer to appendix L for specific 
instructions for completing Worksheet 3. 



IV. TWR NICTATED DIRECT SUPPORT POST MEMPD 

The Allocated Direct Support Cost Method is used to distribute any 
remaining (or all) direct support costs not distributed as a 
documented direct support charge. 

The amount of direct support costs to be allocated is equal to the 
total direct costs of a support service program, less the documented 
direct support costs, and would be allocated to all appropriate user 
programs only on the basis specified for each support service program. 
In addition, direct support costs are allocated only to programs and 
projects utilizing that support service. 



A. ALIJXATTON METHODS 

The Allocated Direct Support Cost Method of distributing direct 
support costs to user programs is limited to specific 
methodologies for each of the support service programs. The 
intent of limiting the allocation methodologies is to provide 
consistent, conparable cost data information through the 
application of uniform cost allocation methods. 

The allocated direct support costs for all support programs win 
be computet by one of the following specified mPthods: 

Full-time-equivalent (FTE) 
Classroom units 
Number of pupils transported 
Ratio of costs 
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FUIIrTIME-ECUIVALElTr (FTE) TEACHERS METHOD 



The basis of this allocation method is the number of full-time- 
equivalent teachers serving (assigned) in each program. An 
assignment is a specific responsibility, classroom assignment, or 
course section taught. 

All personnel providing instructional services to students should 
be included in the FEE count. Assistant teachers (certificated 
or classified) should be included if they carry an active student 
register and their service! generates average daily attendance 
(ADA) . Certificated and classified employees providing spc lial 
education DIS services and carrying an active student register 
should also be included in the FTE count. 

Full-time equivalency is determined en the basis of the number of 
hours that constitute a full-time teaching assignment (that 
includes actual instruction of students) for the LEA. The four 
categories of assignments are as follows: 

Single Assignment - A full-time teacher assigned to a single 
program is counted as 1.0 FTE unit to the assigned program. 

Split Assignment - The full-time-equivalent for a full-time 
teacher assigned to two or more programs is split between 
the assigned programs on the basis of teacher contract hours 
in each assignment. For purposes of determining the number 
of FTE units to be allocated to each assignment, preparation 
periods, supervision, noon duty, IEP assessments, and other 
ancillary assignments are considered to benefit each 
assignment in proportion to the hours assigned and will be 
disregarded in the FTE calculation. Study halls are 
considered a regular class assignment. 



EXAMPLE ; A full-time teacher is assigned two regular 
classes, two GATE classes, one study hall, and one 
preparation period = five classes {preparation 
period has been disregarded) . 

Regular Education (two regular classes plus study 
hall) = three classes 

Three Classes 

Five Classes = 60% = .6 FTE 
GATE - Two Classes, 
Two Classes 

Five Classes = 40% = .4 FTE 



0 
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Semester Assignment - Full-time teachers who are in programs 
of one semester or less should be counted as a 0.5 FIE unit, jtk 
Full-time teachers in programs of more than one semester 
should be counted as 1.0 FTE unit. 

Part-time Assignment - Full-time equivalency for part-time 
teachers is based on the ratio of the number of hours that 
constitute a full-time teaching assignment for the school 
district. 



EXAMPLE U Teacher teaches three hours per day; full-tine 
teaching assignment hours are five hours per 
day. 

3/5 = 60% = .6 FTE 



EXAMPLE 2; Teacher teaches three hours per day; full-time 
teaching assignment hours are six hours per 
day. 

3/6 = 50% = .5 FTE 



Teacher FTE counts are developed by totaling the coiputed 
number of FTE teacher units in all instructional programs and 
special projects. Include in the FTE teacher count those 
teachers assigned to programs operated in the district but 
who are not actually employed by the district (e.g. , those in 
special education or ROC/ROP classes in which the teachers 
are paid by the office of the county superintendent of 
schools) . These FTE counts are recorded in the nonage* y 
activities educational program. 



EXAMPLE : DISTRICT-WIDE TEACHER FTE COUNT 



No. of 
Teachers 



General Education Teachers, Regular 34.6 

Special Education SDC Teachers 3 

Special Education Resource Specialist Teacher 1 

Certificated Speech Therapist, DIS 1 

Classified Speech Aide, DIS (Two half-time) 1 

ECIA, Chapter I, Teachers 2 

GATE leacher .4 

SIP Teachers 2* 

EIA Teachers (Two full-time; one half-time) 2.5 

TOTAL 47.5 



Use of the Allocated Direct Support Cost Method to distribute ^ 
direct support costs generally assumes that all programs use A 
some portion of each of the support services programs, if a^^ 
program does not use a support service, or if all direct 
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support charges to a user program are dooimented direct 
support charges, the FEE teacher count for the non-user 
program is to be excluded from the total FIE count for that 
support service program. Exclusion of any portion or all of 
a program from an allocation formula would be an exception 
and would mean that certain documentation exists to 
substantiate the exclusion. Minim . documentation of an 
exclusion would consist of verification by the user program 
administrator that any portion or all of the program did not 
use any part of a specific support service program. It is 
suggested that, in addition, the exclusion be confirmed by 
the support program administrator. 



EXAMPLE : ADJUSTED TEACHER FEE COUNT - ALLOCATION OF THE 
INSTRUCTIONAL MEDIA PROGRAM 

Utilizing the preceding exanple, the Special Projects 
Director certifies that the ECTA, Chapter 1 project does not 
utilize the Instructional Media Program Services, The two 
FEE teachers for the ECTA, Chapter 1 project would be 
excluded from the FTE teacher count for the Instructional 
Media Program. 

Total, Districtwide Teacher Count 47.5 FTE 

Total, Adjusted Teacher Count for 

Allocation of Instructional Media 

Program Costs 45.5 FTE 



The teacher FTE count may be developed at any time after 
classes have been established for the second semester. It is 
recommended that the teacher FTE count be developed as of 
April 1 of each year, to coincide with the special education 
counts also taken at the tine. In a large district, it may 
be more efficient to collect total PTEs by having one 
worksheet completed by each site administrator, then combine 
the information into a composite worksheet. Care must be 
taken to assure that the same FTEs are not reported by more 
than one site administrator. 
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SPECIAL PROBLEM AREAS - FTE 

FTE Method - Data Collection 



LEAs should review reports from their payroll/personnel 
system to determine if data can be obtained from this system. 
FTE data must be collected on the* basis of actual FTE working 
in programs. FTE data may not be developed on the basis of 
the program funding the FTE. 

Psychologists Providing DIS Services 
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A psychologist providing DIS services would be counted in the 
FIE and assigned to the DIS program. ^j^. 

Personnel Not On LEA Payroll 

Teachers who receive support services provided by the LEA, 
but who are not on the LEA's payroll, may be included in the 
FEE count of the LEA providing support services to the 
teacher. 

Split Assignments - FTE 

Personnel having a split assignment must have backup 
documentation to support their time. The documentation does 
not need to be a time sheet, as other documentable records 
such as registers are allowable. 

FTEs - Reasonableness Test 

Compare the FTEs computed to the CUs computed. Generally, 
the number of units for each method should approximate a 
similar value. If there is a significant difference between 
th£ numbers, review the records to determine the reason for 
the difference. 

FTEs - J-380/580 - Column 3 

The FTE value computed should match that of each program as^^V 
reported in column 3 of the J-380/580. 

FTEs - Exclusion From Allocation 

A program does not have to include or exclude FTEs totally 
from allocation of support services. Partia 1 FTE factors may 
be reported as either included or excluded. The factors 
reported as included and excluded must agree with the total 
factors reported. 



D. CLASSROOM UNITS METHOD 

The basis of this allocation method is units of space, with one 
unit representing a classroom. A classroom unit (CU) represents 
the approximate area usually occupied by a classroom, varying from 
800 to 1,100 square feet (74 to 102 square meters) , but generally 
about 960 square feet (89 square meters) . It is assumed that 
'xamonly used floor spaces such as school offices, corridors, rest 
rooms, faculty rooms, and so on benefit each class in proportion 
to the floor space occupied by the classroom. Therefore, they are 
not included as separate items. 

Large spaces (cafeterias, gyms, and so on) , small spaces (cubicles 
for speech therapy and so on) , and district administration) 
facilities are converted to classroom units on the basis of 960 
square feet (89 square meters) per unit. In addition, classroom 
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units shared by two programs are allocated to both programs on the 
basis of the number of hours the room is used by each program. 

VOTE: Classroom units for non-instructional programs occupying 
space in district administration facilities are all 
reported as part of district administration. 



EXAMPLE 1 : The Speech Therapist utilizes a former storage room 
that measux-es 25' X 30' in area, a total of 750 
square feet. This represents .78 CUs (750/960). 



EXAMPLE 2 : The cafeteria of an elementary school is 70' X 80' 
in area, a total of 5,600 square feet, and 
represents 5.83 CUs. 

The kitchen area occupies an area of 40' X 50', a 
total of 2,000 square feet, and represents 2.08 CUs 
(2,000/960). The remaining areas represent 3.75 
CUs (5.83 -2.08). 

The kitchen area is used a total of four hours each 
day by the Food Services Program. The remaining 
area is used a total of nine hours each day: two 
hours each day by the ROP/C Program, five hours 
each day by the gym classes, and two hours each day 
for camunity recreation. Classroom units would be 
established as follows: 



1) Food Services Program: 



Kitchen Area: 

4/4 Hours - 1.00 X 2.08 Tocal CUs * 2.08 CUs 

2) RDP/C Program: 

2/9 Hours = .22 X 3.75 Total CUs = .82 CUs 

3) Regu] r Education (K-12) : 

5/9 Hours - .56 X 3.75 Total CUs = 2.10 CUs 

4) Ccmmunitv Services: 

2/9 Hou-s - .22 X 3.75 Total CUs « .83 CUs 



TOTAL 5.83 CUs 



Operational buildings, such as the maintenance shop, warehouse, 
toinsportatinn facility, and others # require approximately one- 
third the amount of maintenance and upkeep service required for 
spaces used for students and other services. Such spaces should 
be divided by 2,(80 square feet (960 X 3; 212 square meters) to 
establish CUs. Operational buildings would generally not include 
partially enclosed spaces (such as sheds or patios) . 
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L£: The warehouse facility measures 60' X 100' in area, a 
total of 6,000 square feet. The warehouse represents 
2.08 OJS (6,000/2880). 



Counts of classroom units ar - developed by totaling the corputed 
classroom units for all Instructional, Special Projects, Services 
To School Districts, District Administration, Plant Maintenance, 
Plant Operations, Pupil Transportation, Ccrminity Services, Food 
Services, Child Development Activities, and Nbnagency Activities 
Programs. No allocation will be made to the District 
Adndnistration, Plant Maintenance, and Plant Operations Programs. 
These amounts will remain in the indirect support pool. 

An LEA may wish to obtain CU information by individual sites and 
develop charts. All site charts must then be compiled together. 
A ocrpiled districtwi.de chart might look lite the following 
example: 




EXAMPLE : DISTRICT CLASSROOM UNITS 

OTHER NON- 
GEN. ED. SPEC. ED. ALLOC. ALLOC. TOTAL 
CU. CU. CU. CU. CU. 

General Ed., Regular 34.60 34.60 
Special Ed., SDC 3.00 3.00 

Special Ed., RSP 1.00 1.00 

Special Ed. , DIS § 
Classroom + Additional 

15' X 20' Area 1.31 1.31 

ECIA, Chapter 1 2. 00 2.00 

GATE .60 .60 

Cafeterias: 2 § 

70' X 80'= 11.66 CUs 
General Education @ 3 

Hours Per Day 3.84 3.84 

Food Services § 4 

Hours Per Day 5.25 5.25 

Ccsriminity Services 

(Recreation) @ 2 

Hours Per Day 2.57 2.57 

District Office: 

100' X 115' 11.98 11.98 

Maintenance and 
Operations: 

50' X 100' 1.74 1.74 

Transportation : 

60' X 100- , 2^QJ 2.08 

TOTAL CUs IS-uM. 5^31 i2i£l 13.72 & JZ 

No allocation will be made to the District Administration, Plant 
Maintenance, and Plant Operations Programs. These amounts will 
remain in the Indirect Support Pool. (In the exairple above, 
13.72 CUs would nor. be allocated. This means that 19.61% 
(13.72/69.97) of Plant Maintenance arri Plant Operations 

wsM 1 dL remain in the in direct , ? p pcrt Pooit ) 
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SPfyTO PP^PTF M AREAS - CU ME MJD 



CU Method - Data Collection 

Data can be collected from site maps or facility plans. 
Principals and program managers should review for usage and 
program assignment. 

CUs Not Owned By LEA 

CUs not owned by the IEA may be included in the allocation to 
t . Nonagency Program if the LEA provides support services 
for the CUs. 

CUs - Reasonableness Te^t 

Compare the CUs conpited to the FIEs computed. Generally, 
the number of units for each method should approximate a 
similar value. Review the records to determine the reason 
for the difference. 

CUs - J-380/580 - Column 3 

The CU value computed should match that of each program as 
reported in column 3 of the J-380/580. 

CUs - Exclusion From Allocation 

A program does not have to totally include or exclude CUs 
from allocation of support services. Partial CU factors may 
be reported as either included or excluded. The factors 
reported as included and excluded must agree to the total 
factors reported. 

CUs - Cafeteria Area 

The only CUs to be assigned to the Food Services Program are 
the CUs for the kitchen area and the serving area. The 
actual eating area is considered common space and not 
included in the CU count unless other activities occur in 
this area. If other activities utilize the space, partial 
CUs are calculated for the time the space is used for the 
other activities. 

CUs - Operation Building Areas 

To determine whether to use 960 square feet or 2,890 square 
feet for the calculation of the CU value for operation 
building areas depends upon the support services provided to 
these areas. If the support services provided are similar to 
the support services provided to classroom areas, use 960 
square feet as the divisor. If not, use 2,880 as the 
divisor. 
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CUs - Libraries, Resource Centers 

Libraries, resource centers, and media centers are considered 
common space and are not included as a CU. 

CUs - Special Projects 

If a special project operates in a classroom concurrently 
with the regular program, no CU is to be allocated to the 
Special Project. It must be allocated to the Regular 
Education Program. 

CUs - Multiple Program Use of Space 

If mom than one program uses the same space at different 
times, the CUs are to be prorated to each program based upon 
the number of hours of use by each program on an average day. 

CUs - Occasional or Intermittent Usage 

If a program only occasionally uses a space, no CUs are to be 
allocated to that program. If a program intermittently uses 
a spac*4 on a regular basis, CUs are to be allocated to that 
program. Allocate on the basis of the average number of 
minutes per day. For example, if a speech class uses a space 
twice a week for two hours per day, determine the CU by 
dividing four hours per week by the average number of hours 
per week the space is used. 

CUs - Pool, Ball Fields 

No CUs can be determined for use of outdoor areas such as 
pools, ball fields, etc. 

CUs - Unused Classrooms 

Unused classrooms are not to be counted in trie CU 
calculation. 



PUPILS TRANSPORTED METHOD 

The basis of this allocation method is the number of pupils 
transported (Pis) , which is determined by counting the number of 
pupils in each program transported from home-to-school. This 
information should be available from the district's transportation 
records. The total number of PTs must equal the total reported on 
Schedule I, Item B.l, of Form J-141, "Annual Report of Pupil 
Transportation Expense." 

Special education pupils receiving hcme-to-school transportation 
may be count/ sd in the special education transportation program ga^ 
only if hcme-to-school transportation is required in the child ' s Qjp 
individualized educational program (IEP) . Otherwise, these 
children will be counted as regular students. 
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Resource Specialist Program (RSP) and designated instruction and 
services (DIS) pupils receiving home-to-school transportation to 
attend a school, other than their neighborhood school, because of 
a requirement of the IEP, should be counted as special education 
PTs. RSP and DIS pupils receiving home-to-school transportation 
to attend their neigliborhood school should be counted as regular 
education PTs. 



G. RATIO OF COSTS METHOD 

The basis of this allocation method is the ratio of the adjusted 
direct costs for the Special Projects Administration Program to 
the adjusted direct costs for all special projects using this 
Support Service Program. 



EXAMPLE ; The Total Special Projects Administratis >n Program Costs 
to be distr juted equal $41,000. 

The Adjusted Direct Costs of Special Projects utilizing 
the Special Projects Administration Program include the 
following: 

ECTA, Chapter 1 $125,000 
ECTA, Chapter 2 10,000 
EIA 125,000 
SIP 140.000 
TOTAL $ 400,000 

The ratio of the Special Projects Administration Program 
Costs to the Total Special Projects is .1025 
($41,000/$400,000) , which is the basis of the allocation 
of these costs. 



PROJECT 






RATIO 


ALLOCATED 
SUPPORT 


ECTA, Chapter 1 


$125,000 


X 


.1025 


- $12,812 


ECTA, Chapter 2 


10,000 


X 


.1025 


1,025 


EIA 


125,00 


X 


.1025 


12,812 


SIP 


140,000 


X 


.1025 


14,351 



H. COMPLETION OF J-380/580 WORKSHEETS 1 AND 4 

Refer to Appendix C, Sections B and E for further information on 
the Allocated Direct Support Cost Method. Once all the data has 
been accumulated the LEA may conplete Worksheets 1 and 4 of the J- 
380/580. Refer to Appendix L for detailed instructions on the 
completion of these worksheets. 
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V. SUPPORT TRANSFERS WITHIN FUNDS AND BETWEEN FUNDS 
A. WnKEN-HJND SUPPORT TRANSFERS 



As discussed in Section II, "Choices for Direct Support and 
Indirect Support Costs," an LEA nay require that programs within 
the General Fund/County School Service Fund pay for direct support 
and indirect support activities of the LEA. Object of Expenditure 
Classifications 7310-7349 have been established for this purpose. 
These transfers are recorded using the same process as discussed 
in Section II relative to allocation of direct costs between 
programs. Since the LEA is only transferring expenditures frun 
one program to another within the same fund, the account numbers 
most zero out. The LEA must review these accounts to insure the 
accounts are zero before preparing the J-380/580. 

If the LEA does provide for transfer of direct support and 
indirect costs during the fiscal year, these costs must be 
analyzed before preparing the J-380/580. The direct support and 
indirect support costs must be transferred back to the program to 
which they are direct costs. 

For J-380/580 purposes, direct support and indirect support costs 
must be distributed to programs by the prescribed methods 
discussed in this manual. 



B. BETWEEN-FUND SUPPORT TRANSFERS 




As discussed in asction II, "Choices for Direct Support and 
Indirect Support Costs," an LEA may require that other funds of 
the LEA be required to pay for the support provided by the General 
Fund/County School Service Fund. Object of expenditure 
classifications 7350-7399 have been established for this purpose. 
Between funds, support activity shall result in a credit balance 
for the fund providing the support, with a negative amount 
recorded, and the fund receiving the support shall record a debit 
balance with a positive amount. The LEA must audit these accounts 
at year-end to insure that all accounts, when added together, zero 
out. This must be reviewed prior to completing the J-380/580. 
The following specific rules are applicable for between- fund 
support: 

Only one object account within the 735X series is to be used 
for indirect support charges between funds. 

Objects within the 735X series used for direct support 
charges between funds shall not be the same as those objects 
used for within-fund direct support charges. 

A fund receiving 725X support charges may budget an amount 
within the 735X series sufficient only for between-fund 
support charges. I 
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The general fund providing 735X support to another fund my 
budget a negative amount in the 735X account (s) and adjust 
the budget for major account 7000. 

Direct support or indirect support shall not be charged 
between funds, except for the following: 

. . Adul~ Education Fund 
Cafeteria Fund 
Child Drrveloprent Fund 

Indirect support provided to the Adult Education, Cafeteria, 
and Child Development Funds shall be computed by using the 
previous fiscal year's non-restricted General Fund indirect 
support rate, applied to the total expenditure? of the Adult 
Education, Cafeteria, and Child Development Funds Objects 
1000 through 6000. Payments shall result in a credit to cash 
or liabilities, and a debit to the indirect support 735X 
object within the fund receiving indirect support. 

Indirect support charges made by the General Fund shall 
result in a debit to cash or receivables and a credit to the 
indirect support 735X object within an indirect support 
holding program in the General Fund. 

The indirect support holding program is to be maintained in 
the General Fund with a negative balance equal to the amount 
of indirect support charged to other funds. This negative 
amount, combined with positive amounts within the general 
support programs, will produce a net undistributed indirect 
support cost amount that must be used for General Fund 
indir "± support distributions. 

Appendices I and J provide detailed instructions on the 
completion of information for the J-380/580 support transfers 
to other funds. 



SUPPORT TRANSFERS - SPECIAL PROBLEM AREAS 

In coipleting the "Less Support to" Section of the J-380/580, 
amounts are required to be entered in column laof the J- 
380/580 for support transferred to the Cafeteria Fund or the 
Child Development Fund. If no support costs were transferred 
to these funds, the support costs distributed on the J- 
380/580 must be reported under the Auxiliary programs, Food 
Services and Child Development Activities. These costs would 
then represent General Fund/CSSF non-reimbursed 
contributions. 

The actual support costs transferred to the Adult Education 
Fund may vary from the amount calculated on the J-380. If 
this situation occurs, the total program costs, column 8 will 
not zero cut. The State Department of Education has made an 
administrative decision not to require that an adjustment be 
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made to the Adult Education Fund. This situation will cause 
the J-380 column 8 total *o disagree with the J-201 by the 
amount recorded in column 8 of the J-380. 

Some I£As record expenditures for support services directly 
to other funds of the LEA. In this situation, the LEA would 
develop the allocation factors for the Child Development, 
Cafeteria, and Adult Education Funds and record those factors 
on Worksheet 1 of the J-380/ 580. These factors would then be 
listed under "factors excluded" and support would not be 
allocated to those funds. 

For additional information on support transfers, refer to 
Appendix C, Section L. 



VI. INDIRECT COSTS 

After Direct Support Costs have been distributed and columns 1 through 
6 of the J-380/ 580 have been completed, Indirect Support Costs can be 
distributed to Instructional Programs, Special Projects, Auxiliary 
Programs, and Services to School Districts. 

Certain costs in the Support Services Program areas support all 
programs proportionately. These costs, which are known as Indirect 
Costs, are not easily identifiable to any particular program. It is 
presumed that due to the nature of these costs, they support all 
programs. Therefore, these costs should be distributed to all programs 
on a proportionate basis. Costs in the District Administration and 
Centralized Data Processing Programs and the residual costs in the 
Plant Maintenance, Plant Operations, and Facilities/Rents and Leases 
Programs are the only costs that will be distributed as Indirect Costs. 
All other Support Services Programs will have been distributed as a 
Direct Support Cost. The following method shall be used to allocate 
the indirect costs: 

1. Total the remaining costs in all the support service programs 
after other funds are charged. 

2. Total the direct and direct support costs of the Instructional, 
Special Projects, Services To School Di^icts, and Auxiliary 
Programs. 

3. Divide the total determined in Step 1 by the total in Step 2 and 
carry to six decimal places., 

4. Multiply the rate obtainsu in Step 3 by the total of the direct 
and direct support costs of ea Jn Instructional, Special Project, 
Services To School Districts, and Auxiliary Programs. 

The LEA may complete the calculation of the indirect cost column of the 
J-380/580 or may leave the column blank. The State Department of 
Education will complete this column. I 
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For further information on Indirect Costs, refer to Appendix C, 
Section F. 

When the indirect costs have been distributed, the J-380/580 has been 
completed by the LEA. 



• 



0 



SECTION 



MHEENATIVE MEUDDS PGR CDLtBCTING AND ANALYZING 
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OOLLECTION METHODS 

For the J-380/580 to be prepared in a timely and efficient manner, the 
data collection activities need to be: 

Conducted throughout the year according to a schedule 

Organized as part of other LEA data collection activities rather 
than as a stand-alone 

Integrated into the LEA's management information data base 
whenever possible 

Completed when building principals and other key staff are 
available to assist in the collection and in the verification of 
the data 

Many LEAs have viewed the J-380/f>80 as an isolated reporting event 
rather than as part of their overall financial reporting to the board 
and state. If thought of as a portion of the LEA's overall reporting 
process, then various data elements can be identified which need to be 
collected for more than one purpose. The time and staff required for 
data collection would be reduced, and redundancy in data collection 
would be prevented. The number of classrooms, number of teachers, and 
other basic data are used for many purposes in an LEA, and, therefore, 
should not need to be collected separately for the J-380/580. 



A. USE OF DATA PROCESSING 

The LEA's data processing system as described in Section II of 
this manual needs to be organized to maintain the LEA's chart of 
accounts to the greatest extent possible. Where this is not 
possible, then LEA staff need to explore the options of creating 
programs, or automating worksheets on personal comp uters to assist 
in the collection and analysis of data. The initial year would 
represent the greatest effort by the LEA; but once the programs 
were established, the following year's data collection efforts can 
be streamli Y=d by printouts which can be distributed to 
principals, program imagers, and other LEA administration for 
updating and revising. For instance, to collect the number of 
classroom units in the second year would require the data 
processing system to simply print out a list of rooms at each site 
along with other appropriate data. This, along with a site plan, 
can then be distributed for revisions. 



B. BUILDING A CALENDAR FOR n&Tfr rr>T.T|rwifi 

Another key factor in successful data collection and analysis is 
to build a calendar which allows for both the collection and 
verification of the data during the regular school year. 
Principals and program managers are critical to a complete data 
collection effort. The classroom units, for instance, are best 
collected in the late fall, which then allows time for the 
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business office staff to verify the use of the pace and to 
clarify any uncertainties. A sample suggested calendar follows:' 

June 

Review chart of .ooounts for new or changed programs . 

Determine, with Transportation Director, date for collecting 
transportation data. 

July 

Determine which costs are to be documented. 
Augu st 

Provide in-service training for staff on time records for 
current year. (Note: All assessment personnel have to 
document their time. ) 

Analyze LEA Financial Reports to collect previous year's: 

Direct costs and special project information 
Prepare Worksheets 2 and 3. 

September 

Complete Worksheet 4, J-380/580 and J-380/580 SE 4^ 
October 

Collect PIE Data (can also be used for J-50) . 
Prepare charts on PTEs for principals and program managers. 
Prepare a listing of rooms by site and attach a site plan. 
November 

Send PTE and Classroom Unit forms and information to sites 
for completion and/or verification. (Sending these together 
at one time allows the principal or manager to focus on the 
J-380/580 data collection all together rather than in 
separate parts) . 

Deoentoer 

Collect J-380/580 SE information on RSP and DIS hours. 

April 

Review PTE and revise if assignments have changed in the 
second semester. 
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Collect and review transportation data. 

Collect J-380/580 SE information on RSP ami DIS hours. 

May 

Complete J-380/580 Worksheet 1. 

June 



Collect documentation for costs. 



DATA. COIIECCIGN 

The J-380/5U0 requires the following information v< be collected: 
Direct Costs 

Special Project Direct Charges 

Documented Costs 

PTEs 

CUs 

Pupils Transported 
Ratio of Costs 

Information on collecting oata for Direct Costs has beer discussed in 
Section II of this manual, 'Review of the Accoufli >q Sy&m\ . " Special 
Projects data collection can be found in Section III, "Adjustments to 
Special Projects." Information on Docurentod Costs is discussed in 
Section IV of this manual. For Ratio of Costs, you will need to 
determine eacn program assigned to an individual manager. The others 
are described in the following paragraphs. 



A. FTP rWTA rc^flTTTOM 

jji order to collect the necessary FIE iniormation for the J- 
380/580, LEAs may choose to use the pa/roll system as described 
below. If this is not possible, an alternative method would be to 
use the data from the personnel system which will probably provide 
the location and assignment of staff, the programs to which th^y 
are assigned and the percent of time spent in categorical aid 
other programs. This system may not provide the aoocunt codes co 
which the staff time is to be charged, therefore, requiriiig the 
business office to develop a worksheet to complete the necessary 
information. Another alternative is to use the data aantained 
within the CBEDS report. However, this, too, wilj require 
additional worksheets to be completed locally. 

Fayroll data iray be used to develop PTE information, as lonq as 
the payroll coding parallels ♦•he actual alignment. To the 
greatest extent possible, r JCAs should budget, and account for, 
their salaries and 'janefits in audi a way that, at the end of the 
year, the payroll system can acocwrodute Una ccmpletiori of the J~ 
380/580 PTE information. Program managers and other U5iA 
adm"nistrators need to d etail the perce it of tima individual staff 



members are to be charged to the various programs as assignments 
are made. After the school year is well under way, a personnel 4fc 
listing which indicates the appropriate account codes and percent 
of time to be charged to each account should be circulated to the 
principals, program managers, and other LEA adininistrators for 
verification. This same process needs to occur during the second 
semester in order to be sure that all assignment changes have been 
reflected in the accounting system. 



You wi .1 need to have a form developed which can be completed by 
ths building princi^olr ind program managers to determine the 
classroom units. This needs to *n d'stributed to the sites, along 
witii a building plai., during November or yex^zer, to allow the 
necessary time tor revisions and verifications. Once these data 
are received in tht twiness office, a representative from the 
business office needs to visit the site to confirm the accuracy of 
the data and/or deternune the necessary i t /isiuns which need to be 
made. Or -he initial data are in r ace, the information for 
subsequent yw*rs can be collected and verified by -unr* 'ending 
the previous year's information out for revisions and 
verification. 

Additionally, IEAs may "ie site utilization reports, LEA. facility 
reports, and not irrt/ nance reports to collect arid verify iiiforwition 
<x) classroom units. 



LEAs use the b a from their J-141 Report to assist them in the 
ixapletion of the J- »80/580. In addit ion, districts use the 
Director ot Spscia) Education's information for trie necessary data 
on special m% .cation ^ transportation. Where saiool < ransporUc ion 
services are com r,.^U*\, the LEA reqiiires the contractor t 5 supply 
the n°oassaij data. 



D. PI KER SlflJtt flHW* 

The fC'x ,v» , rg rep^r -s, trfiitfi Xxm FA convict/ « for the <state, can 
be usea for j-jqo data 'Oi lection. 1!*/ are as follows: 

u- ; 0: speciaJ Education 

r -l« Annual Rtport of r rv^ 1 importation Programs 

J '/00- 4('Q: />nnua] Budget and . 'nancial Report 

Ti^s* ■ are <iu «sed in -»ec"..ion Vi of this manual. 
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ITT. PRACTICAL METHODS FOR EVALUATION OF DATA CDLLBCTICN ACTIVITIES 

f 

I*, at the end of each school year, the LEA staff do not have the 
required information for completion of the J-380/580, the following 
analysis may prove to be helpful. Questions to ask would be: 

Has all required information been identified early in the year and 
plans made for the most efficient process? 

Aitp we beginning to collect the required data at a ^xnt early in 
the 

Have we prepared data ccllecticn formats which are easily 
understood and can be used in a tine-effective manner by program 
managers, principals, and ovher LEA administration? 

Have we prepared directions and guidelines for the data collection 
process to be disseminated to all participants? 

Have we provided staff development to tt* critical participants in 
the J-380/580 data collection process? 

Has the data processing system been analyzed to determine what 
additional assistance can re provided? 

Has the use of personal computers been considered and programs 
prepared which It ssen the manual completion of the J-380/580? 

Has a calendar been established for data collection? 

It may prove helpful to include prir oipals and program managers as 
well as data processing and transportation directors in the analysis 
and discussion of the J- 380/580 data collection processes, FrequenUy, 
those most familiar with the program ard/or data can offer alternative 
ideas and methods for consideration when panning another year's data 
collection effort. 



IV. COMMW PROBLEMS 

The most common problems with data collection for the J-330/580 a t jpear 
to be the time required tor collection and d jcumentation Closely 
related is the ability or i/«bility of the LEA data processing system 
to accemmodate v he necessary data collection. According to a recent 
survey of K-12 school districts, other common problems are tt*at: 

Information must be gathered by and frrm other* who do not 
understand the i^quirements or terminology. 

Inccmp^eve understanding of the purposes of the u -380/580 often 
exists. It i*, therefore, difficult for tibitrict s* aft to then 
clearly identity *«nd define the various reouired data. 



SECTION VI 
REPORTING m 



YEAR-END DMA ANALYSIS 

This manual has provided detailed information relative to the 
completion of the J-380/580. It is important to view the J-380/580 as 
an extension of the budget process. The data collection of direct 
costs begins with the development of the budget. If this occurs, much 
of the year-end data will have been collected, and less analysis will 
lie required. 

It is critical to review the LEA processes to be used to complete the 
reports and outline procedures, develop time lines, develop forms, and 
in-service staff. Included for review is an example of a process 
developed by one LEA. This process is included as Appendix K. 



MEXH3DS OF OCMPIETICN 

The -380/580 must be completed and transmitted to the State Department 
of Education by September 20 of ?ach fiscal year. Currently, there 
are three methods available for completing the reports. They are: 

Use of state software 
LEA automated system 
LEA manual system 



A. USE OF STATE SOFTWARE 

The State does provide a software package that prepares the J- 
380/580 from data input by the LEA. Contact Kelly Morgan at 
(916) 322-1770 for information on obtaining the software disks. 
It is strongly recommended that LEAs consider using the disks. 
The disks greatly simplify the process and reduce LEA time 
requirements. 



B. LEA AUTOMATED SYSTEM 

Some LEAs may have sophisticated information systems capable of 
producing this report. If the LEA is considering such a system, 
please note that the actual data must still be submitted on state 
software or hard copy. LEAs currently using an automated system, 
should update the system for new changes. The 1988-89 Summary of 
Changes follows: 

Column lb has been added to report the maintenance 
expenditures charged to the Routine Repair and Maintenance 
Fund. 

The Special Project-94-142 Discretionary Grants has been 
changed to read Special Education - Discretionary Grants. 

The Special Project-Administration Training and Evaluation 
Program has been added. 
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The Special Projecti-School-Based Coordination Program has 
been added. 

The Special Project-CTIIP has been deleted. 



C. LEA MA NUAL SYSTEM 

An LEA may manually prepare the J-380/580 and acccin^bnyii^ 
worksheets. Appendices L and i provide a ccnplete rat if 
instructions plus copies of each form required. (Copies of the. 
worksheets for use with the J-380 and J-580 are in AppeMix L 
only.) 



HI. YEAR-END REPORTS RECCNGXUKFIGN 

Currently, the stats reviews the J-380/580 reports against other LEA 
reports. These reports are: 

Special Project Financial Reports 

J- 141 - Transportation Report 

J-201/401 - Annual Budget and Financial Report 

After completion of the J-380/580, it should be reviewed against the 
above-listed reports to ensure that data agree where data are required 
to agree. Listed below are brief instructions relative to reconciling^^ 
these reports. 



A. SPECIAL PFOJSCT FINANCIAL R 



Column la of the J-380/580 must agree to the year-end special 
project financial reports filed by the LEA. Refer to Section III 
of thi:. manual for a more comprehensive discussion of this issue. 

B. J-141 - TRANSPORTATION REPORT 

The J-141 must reconcile to the J-380 as follows: 

1. 'Total pupils transported hane-to-school 

J-141, Line B should agra with J-380, Worksheet 1, column 
10. 

2. Direct Costs 

J-141, Line H should agree with J-380, column 1, EDP 415. 

3. Special Projects 

J-141, Line I should agree with J-380, column 2, EDP 415. 
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4. Documented Costs 

J-141, Line J-l must agree with J-380, column 4, ijDP 415. 

5. Allocated Costs 

J-141, L • -2 must agree with J-380, column 5, EDP 415. 

6. Total Direct and Direct Support Costs 

J-141, Line K must agree with J-380, column 6, EDP 415. 

When costs are accumulated in the Transportation Program, it is 
recommended that all transportation costs be initially included in 
the Transportation Program, (i.e., field trips and other miles.) 
These costs can then be transferred to other programs under object 
of expenditure classification 5700. This process will facilitate 
reconciliation to the J-141, 



J-201/401 - ANNUAL BUDGET AND FINANCIAL REPORT 

1. The J-201/401, column C, sum of lines B-10, Dlb, and D2b 
should agree with the J-380/ 580 column totals for column 1A. 
The J-201/401 displays expenditures of the LEA sorted by 
object. The J-380/580 displays the same expenditures but is 
sorted by program. 

2. Hie J-201/401. column C, line B8 sht jld agree with the J- 
380/1:80 column 1A, sum of EDPs 425, 426, and 427. 

3. The J-208/408, column C sum of lines B-10, Dlb, and D2b 
should agree with the J-380/580, column lb. 
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USE OF THE J-380 AS A MANAGEMENT TOOL 
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USE IN TRAINING OF MANAGEMENT AND STAFF 

One of the difficulties found in the data collection and use of the J- 
380/580 is the lack of understanding by LEA staff as to the purposes of 
program cost accounting. It is important for all LEA administrators, 
including principals and program managers, to know and understand the 
objectives for such accounting as they play a key role in the data 
collection efforts for the J-380/580. In addition, they are frequently 
called upon to justify and/or explain the cost benefit information 
pertaining to a specific program. The J-380/580 data can provide 
valuable information for discussions regarding programs. Therefore, it 
would be important for a staff development program to be given by the 
business office staff which shows how various program costs are 
tracked, accounted for, and reported. The more informed person can 
then also provide greater assistance in the J-380/580 data collection 
activity. This training should include how the J-380/580 data can be 
used to evaluate costs for programs within the LEA and in a comparative 
way between LEA*. Another benefit from providing staff training in the 
use of the J-380/580 could be a broader acceptance by program managers, 
principals, and LEA administrators of the financial information of the 
LEA's business office. Often, those outside the business functions of 
an LEA do not understand the complexities of financial reporting. 

A staff development program would include the following topics: 

Purpose and objectives of program cost accounting 

Current issues and demands for increased fiscal accountability in 
education 

Relationship of the J-380/580 to LEA program cost accounting 

Description of local LEA data, which must be collected, and the 
requirements for documentation 

Walk-through of the results from the J-380/580 data collection, 
which can be used to understand excess costs and total program 
costs in comparison with other programs within the LEA 

Demonstration of ways in which the data can be used in making LEA 
comparisons 



DETERMINING EXCESS COSTS 

LEAs are finding that they are able to use the J-380/580 data to show 
the excess costs for each urogram and to identify further the details 
of encroachment to the General Fund. For exanple, see Sanple A (pages 
VTI-3 through VII-7) for an LEA analysis of the Special Education and 
other encroachments. Such information can be used to inform the 
superintendent, cabinet, and/or board as to the costs associated with 
various programs. These data can be very helpful as the district 
develops plans and budgets for following years. 
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Sample B (page VII-8) demonstrates comparative districts- j-380 cost 
data, which can be used to analyze an individual district's costs' in4fc 
comparison with similar districts. Obviously, other factors also needJP 
to be weighed when making between-IEA comparisons. However, the J- 
380/580 information can provide the cost data for evaluation and 
decision making. 

One State Department of Education will begin to provide ccuparative 
charts on various costs to IEAs for their consideration and use. Such 
reporting back to IEAs allows all who are concerned about the costs of 
education to gather new information and perceptions regarding school 
financial issues. 
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SAMPLE A 



9B7-8B SPECIAL EDUCATION ENCROACHMENT ANALYSIS 



0. 0666852176 
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1. 



# 



COST 
a. 



, Direct Cost 
Special Day Class 
Resource Specialist 
Designated Inst Services 
Non Public Schods 
Reg /Prog Specialist 

Sub Total 



b. Documented Cost 

Sp ED Inst Administration 
Assesssment Costs 
Data Processing 



Sub Total 

c. Allocated Support Cost 

d. Indirect Cost 

Total Special Education Cost 



£. REVENUE 

Revenue Limit ADA [80S 13 
Special Ed Master Plan [6321] 
P.L. 94 - 14£ C8181D 
Prog Specialist C8322D 
Regionalized Services C63ic3 



3. LOCAL GENERAL FUND CONTRIBUTION 

Total Revenue 

4. REAL SP ED ENCROACHMENT 

REAL SP ED ENCROACHMENT W/0 IND CST 



$1,047,087 
979, h84 
362, 6?.4 
£42, 538 
114,607 



93,614 
104,367 
14, ABO 



♦549,793 
£, 173, 196 
£21,001 
51,096 
37,778 



♦2,746,340 



♦ 197,961 

♦646, 186 
♦247,471 



♦3,032,866 
♦512,811 



♦3, 839, 960 



♦3,545, 677 



♦294, 303 
♦46, 832 
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d cn rw-armru 



27-Feb-fi9 



0 



1967-BB TRANSPORTATION ENCROACHMENT ANALYSIS 



tlMIIIIIRKKBISBRBSCSBBCCSBKCBICKBBBftCKfiBKIICBBSCKIiBCeKBB&CXCSISBCItBK^ 



1. COST 

«. Direct Cost 

b. Allocated Direct Support Cost 

c. Indirect Cost C6. 6394*3 



I 

;$1,236,69& 
10,611 
62, 946 



Total Trans port at ion Prog Cost 



£. REVENUE 

Income Received 163423 

A. TOTAL EXCESS COST OVER INCOME 



B. TOTAL PROG COST 

Less Capital Outlay 
Less "Other Miles" 

Total Deduct 

Approved Transportation Cost 
Income Received 

ENCROACHMENT 



C. TOTAL PROG COST 

Less Allocated Support Cost 
Less Indirect Cost 
Less Capital Outlay 
Less "Other Miles" 

Total Deduct 

Total Direct Home-To-School Cost 
Income Received 

ACTUAL CASH ENCROACHMENT 



£2, 193 
105,710 



10,611 
£2,946 
££, 193 
105,710 



tl, 332, £53 



699, 620 



$\ 332, 253 



♦ 127,903 



1,204,350 
699, 620 



tl, 332, 253 



$22'., 460 



SI, 110,793 
SB99, 620 



$432,433 



$30«», 530 



essrssssrssss 



$210, 973 
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1987-68 CONTINUATION EDUCATION: COST ANALYSIS 



* 



:cbcs 



1. COST 




Direct Cost 

Documented Direct Support 
Allocated Support Cost 
Indirect Cost 

Total, Continuation Prog Cost 



2. REVENUE 

Base Revenue Limit 

Average Daily Attendance 
«• Continuation 
b. Independent Study 



Total Apportionment ADA 

Total, I come Generated 

Inc in Rev Lmt Cont High School 

Total, Continuation Prog Income 



3. Excess Cost Over Revenue 



♦463, 7£8 
6, 875 

193 v '.56 
45, 744 



$£',646. 15 



168.67 
11. £3 



160. 10 



*47f,572 
93, 131 



♦709, 800 



•569. 703 



♦ 140,097 
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1987-66 REGIONAL OCCUPATIONAL PROGRAM COST ANALYSIS 



SCSKCICCCf KKSCSRBIKtllKIKtCIII 



1. 


COST 1 


j 


! 






Direct cost 1 


1 175,0% 1 


! 






Documented Direct Support 1 


2,595 1 








Allocated Support Cost 1 


62,953 1 


1 






Indirect Cost > 


, C Kit 1 1 

10,3/1 1 








Sub Total, ROP Prog Cost 1 




♦257,125 1 






Tuition paid to Hay ward USD 1 


£69,176 1 


j 






Tuition received from Hayward USD 1 


£9,066 1 








Net Tut ion Cost 1 




$£60,066 1 






Total, ROP Prog Cost 1 


j 


$517,613 1 




£. 


REVENUE 1 










ROC/P Entitlement [63! 13 1 




$394,964 1 




5. 


Excess Cost Over Income 1 






$1££.£49 



■ssBBBBSsssssssassssssssssssssssssessBtsassasssssssstserssrssrsssssrsssssssss 



VII-6 



1967-68 DRIVER TRAINING COST ANALYSIS 



0. 066394 
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1. COST 

a. Direct Cost 

Certificated Salaries 
Employee Benifits 
Suppl ies 

Services and Other Operatic 



Sub Total, Direct Cost 



b. Direct Support Charges 
Administration 
Clerical 



Sub Total, Direct Support Char 

c. Allocated Support Cost 
ti. Indirect Cost 



Total, Driver Training Cost 



460 
♦80. 00 



2. REVENUE 

Pupils Instructed 
Allowance per pupil 

Driver TrriQ Entitlement 163413 
(INCOME IS RECEIVED IN 1966-693 



Total Revenue 

3. COST IN EXCESS OF INCOME 

COST IN EXCESS OF INCOME W/0 INDIRECT COST. 



1 26, 940 
1,796 
1,974 
1,242 



3, 190 
2,264 



$31,954 



$5,474 



$2,465 



$36, 600 



$39,913 



$36, 600 



$3, 113 
$626 



1. NUMBER OF DRIVER TRAINING MILES DRIVEN 19,537 

2. GALLONS OF GAS USED 920 

3. MILES PER GM . 21.24 

%. COST OF GP~ V:;. ■ $697.26 

J. FUEL COST ► $0.04 



SAMPLE B 



FACILITIES MAINTENANCE AND OPERATIONS 
COST PER ADA FY 1987-86 



$600.00 : 

$500.00 }•- 
$400.00 1 



$t 
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OBJECT OF 



7TURES CXASSIFICATICN 



The major budget control is the proper classification of all expenditures by 
the utilization of 28-digit expenditure codes. The major distinguished 
expenditure code is the object of expenditure. Listed below are the 
definitions for all major object codes. In addition to object codes, codes 
are utilized for fund, level of education, budget control ^neports, site 
locations, program, sub-program identification, sub-object identification, 
and user program fields. Every expenditure in the budget is identified by a 
28-digit code number. To assist in understanding the coding system, an 
example is provided below, with narrative information. A sample code would 
be as follows: 

10-00-11-0101-0000-1110-00-0101 
abc d e fg h 

a: This two-digit number indicates the fund. In the example, "Fund 10" is 
the General Fund. Additional fund codes have been set up for the 
capital Fund, Special Reserve Funds, Cafeteria Fund, Adult Education 
Fund, Deferred Maintenance Fund, and Capital Facilities Fund. 

b: This two-digit number indicates the level of control relative to 
whether the income and/or expenditure is a restricted or unrestricted 
item. The classification "00" represents unrestricted and "01" 
represents restricted. 

c: The next two digits are the site code. In the example above, "11" is 
for Alvarado Elementary School. Each school has a site code; a 
description of the site appears in the budget document, i.e., Alvarado, 
Cabello, etc. 

d: This four-digit code represents the program definition. In the example 
above, "0101" represents the Self-Contained Regular Program. 
Throughout the budget message, the various program codes are defined. 

<=.: The next figure, "0000," is the sub-program number. For the most part, 
sub-program codes have the same definition as program codes. The 
primary use of sub-program codes is to develop departmental budgets 
such as those used at the high school level. 

f: This four-digit number represents the object code. In the example 
above, "1110" represents teachers salaries. Major object codes are 
defined in detail below. 

g: This fielu is available if the district wishes to break out an object 
code to a inefine calculation, but it is rarely used. 

h: This field represents the user program code and, in this example, 
"0101" means that the user program for this expenditure is the same as 
the program. This field is predominantly used in areas such as 
Maintenance and Operations to indicate which program actual ly uses the 
service. For example, you frequently find user program codes of "0101" 
in maintenance and operations in that the specific charge in that 
program is actually utilized by the General Education Program. 
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Program Classification Definitions 



The following definitions are applicable to program 
categories in all funds. The examples of direct charges 
are representative and are not all-inclusive. Exhibit 4- 
1 on pages 4-33 through 4-35 provides a matrix of 
normal object of expenditure codes by major program 
to assist in identifying expenditures associated with 
each major program. Exhibit 4-2 shows program 
designations as restricted or unrestricted. A sample 
program budget is shown in Exhibit 4-3. 

Instructional Programs 

General Education Category. General education 
instrucional programs and activities, vhich include 
preformal, elementary, secondary, occupational, and 
adult education, are designed to prepare students for 
their common activities as citizens and to prepare them 
for their occupations. 

Direct instructional program charges include those 
costs that relate directly to the general education 
instructional program, such as salaries of teachers 
(including amounts paid for chairing an academic 
department); salaries of instructional aides; employee 
benefits for teachers and instructional aides; payments 
for textbooks and instructional supplies (including 
food terns used as an educational reward); travel and 
conference expenses for all employees in these pro- 
grams; and payments for the repair, maintenance, 
acquisition, and replacement of instructional equip- 
ment used in these programs. 

The costs of maintaining interscholastic athletics 
and after-school sports are recorded as direct charges 
to instructional programs. 

Examples of activities excluded as direct charges to 
general education instructional programs are costs of 
general education programs operated on behalf of or 
under contract to another educational agency (these 
ccsts are charged to the nonagency activities educa- 
tional program); benefits paid on behalf of retired 
teachers or instructional aides (these costs are charged 
to the retiree benefits program); salaries of nurses, 
psychologists, and counselors (these costs are charged 
"o the pupil services program); costs of custodial 
services and utilities (these costs are charged to the 
plant operations program); and costs of transportation 
for field trips (these costs are charged to the pupil 
transportation programs). 

The following are descriptions of programs and 
activities within the general education category. The 
local educational agency responsible for each program 
or activity is identified. 

Regular Education (kindergarten through grade 
twelve) (school districts and offices of county superin- 
tendents of schools). These programs and services are 



provided for children of prekindergarten age through 
grade twelve. For reporting purposes, general educa- 
tion instructional activities that are not otherwise 
described below would be reported in this category 
(e.g., summer school, home, and hospital). 

Adult Education Programs (school districts only). 
These programs consist of educational activities 
provided for adults, including those who are concur- 
rently enrolled, as defined in Education Code sections 
41976 and 52610. County jail programs maintained by 
school districts pursuant to Education Code Section 
41841.5 are reported as adult education activities. 
Adu t education activities shall be reported in the 
Adult Education Fund only. 

Alternative Schools (school districts only). These 
schools are provided for students in kindergarten 
through grade twelve pursuant to the provisions of 
.Jucation Code Section 58500 to allow for innovative 
teaching methods and ideas. An alternative school may 
be an instructional unit within a school (such as a 
classroom section organized differently from the rest 
of the school). For reporting purposes, include only 
those activities operated in accordance with this 
described program. Do not include any other activities 
that may be identified locally as alternative schools. 

Community Schools (offices of county superinten- 
dents of schools only). These schools are operated by 
the county superintendent of schools pursuant to 
Education Code Section 1981 and serve students who: 

1. Have been expelled from school while they were 
attending contini ation classes, opportunity 
classes, or alternative classes 

2> Have been referred by recommendation of a 
school attendance review board 

3. Are on probation and have been referred pursu- 
ant to sections 300, 601, 602, and 654 of the 
Welfare and Institutions Code or are on proba- 
tion or parole and are not in attendance in any 
school 

For reporting purposes, include only those activities 
operated in accordance with this described program. 
Do not include any other activities that may be 
identified locally as community schools. 

Continuation Education Programs (school districts 
only). These programs are established by high school 
and unified school districts pursuant to Education 
Code Section 48430 to serve pupils who need: 

L An opportunity to complete instruction to grad- 
uate from high school 

2. Individual instruction emphasizing occupational 
orientation or a work study schedule 
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3. Individual instruction and extensive guidance 
services for behavior or severe attendance prob- 
lems 

County Jails (offices of county superintendents of 
schools only). These programs consist of classes or 
schools for prisoners. Thev are maintained by the 
county superintendent of schools pursuant to Edu- 
cation Code Section 1901. County jail programs 
maintained by school districts pursuant to Education 
Code Section 41841.5 are reported as an adult educa- 
tion activity in the Adult Education Fund. 

Gifted and Talented Education (school districts and 
offices of county superintendents of schools). These 
programs are provided for students in kindergarten 
through grade twelve pursuant to Education Code 
Section 52202 and California Code of Regulations, 
Title 5, Education, Section 3820. These programs 
provide appropriately differentiated learning oppor- 
tunities and alternative learning environments for 
students identified as possessing demonstrated or 
potential abilities that give evidence of high perfor- 
mance capabilities. 

Handicapped Adults (offices of county superinten- 
dents of schools only). These programs consist of 
special classes for handicapaped adults and are 
operated by county superintendents of schools pursu- 
ant to Education Code Section 14058. 

Integration/ Desegregation (school districts only). 
These programs consist of activities undertaken by 
scl* ols to comply with court orders or activities that 
implement a plan prepared by the school district in 
accordance with the California Code of Regulations, 
Title 5, Education, sections 90-131, that the school 
district would not undertake in the absence of an 
integration/desegregation program. 

Independent Study Center? (school districts onlv). 
These study centers conduct activities undertaken "by 
school districts pursuant to Education Code sections 
46300(e), 51745, and 51746 to provide certain students 
with the option of schooling apart from classrooms. 
For reporting purposes, include in this program only 
those activities that provide full-time education 
pursuant to a written agreement as required by statute 
and regulations as an alternative to daily attendance in 
a classroom. Do not include students participating in 
limited periods of full-time independent study due to 
illness, family vacation, and so on. Attendance record- 
ing is by positive (not negative) accounting. 

Juvenile Hall (offices of county superintendents of 
schools only). These programs consist of classes or 
schools maintained by the county superintendent of 
schools pursuant to Education Code Section 48645 



and serve students in any juvenile hall, juvenile home 
day center, juvenile ranch, juvenile camp, or region Jfc 
youth education facility established in accordance witPP 
Article 14 (commencing with Section 850), Article 15 
(commencing with Section 880), and Article 24.5 
(commencing with Section 894) of Chapter 2 of 
Division 2 of the Welfare and Institutions Code or in 
any group home housing 25 or more children olaced 
pursuant to sections 362, 727, or 730 of the Welfare 
and Institutions Code. 

Opportunity Schools/ Programs (school districts 
and offices of county superintendents of schools). 
These schools /programs are operated pursuant to 
Education Code Section 48630 to serve students in 
kindergarten through grade twelve who have expe- 
rienced difficulty in adapting to regular school pro- 
grams. Services may be provided at a specialized site or 
on a regular school campus on a full-time or pull-out 
basis. 

Pregnant Minors (offices of county superintendents 
of schools only). These programs are operated by 
county superintendents of schools pursuant to Edu- 
cation Code Section 8901 to serve students under the 
age of eighteen years who are pregnant and have not 
completed high school. Activities for pregnant minors 
conducted by school districts are reported in thg^ 
regular education program. mW 

ROC/ROP (school districts and offices of county 
superintendents of schools). These programs provide 
vocational or technical training sevices as defined in 
Education Code sections 52300-52333 and in the 
California Code of Regulations, Title 5, Education, 
sections 11500-11508. 

Special Education Category. Special education pro- 
grams and activities are designed primarily for indi- 
viduals with exceptional needs who are placed in an 
individualized educational program (IEP). The direct 
instructional activities employe, here are similar to 
those employed in general education programs. 

Direct instructional program charges include those 
costs that relate directly to the special education 
instructional program, such as salaries of teachers and 
instructional aides; employee benefits for teachers and 
instructional aides; textbooks and instructional sup- 
plies (including food items that are used as an educa- 
tion? ' reward); travel and conference expenses for all 
employees in these programs; and repair, maintenance, 
acquisition, and replacement of instructional equip- 
ment used in these programs. 

Included in the special education instructional pro^ 
grams and activities are PL 94-142 local entitlemei^B 
expenditures. Do not include PL 94-142 discretional^^ 
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grant expenditures in the special education programs 
and activities; these are to be reported as special 
projects. 

Examples of activities excluded as direct charges to 
special education instructional programs and activities 
are: 

1. Costs of special education programs operated on 
behalf of, or under contract to, another educa- 
tional agency (These costs are charged to the 
nonagency activities educational program.) 

2. Pupil services staff not performing designated 
instruction and services activities (These costs are 
charged to the pupil services program.) 

3. Director of special education and associated cler- 
ical staff (These costs are charged to the instruc- 
tional administration program.) 

4. Custodial services and utilities (These costs are 
charged to the plant operations program.) 

5. Cost of transportation for field trips (These costs 
are charged to the pupil transportation program.) 

The following are programs and activities within the 
special education catetory: 

Designated Instruction and Services (school d* 
tricts and offices of county superintendents of 
schools). These specialized instruction and services 
programs are operated pursuant to Education Code 
Section S6363 and are provided to individuals with 
exceptional needs on a scheduled basis by specialists 
such as speech therapists, physical therapists, 
counselors, and psychologists. Salaries for em- 
ployees performing designated instruction and ser- 
vices shall be charged to teachers' salaries (POO); 
guidance, welfare, and attendance salaries ( 1 500); 
physical and mental health salaries (1600); or 
instructional aides for direct teaching assistance 
salaries (2100), depending on the services performed, 
as a direct cost of the DIS program. 

Nonpublic Schools (school districts and offices of 
county superintendents of schools). Included here 
are the costs of payments to nonpublic schools on 
behalf of children enrolled in such iols on the 
basis of the child's IEP in accordant*, ,/ith Educa- 
tion Code sections 56365 and 56366, 

Resource Specialist (school districts and offices of 
county superintendents of schools). These instruc- 
tional programs are operated pursuant to Education 
Code Section 56362 and are provided on a pull-out 
basis. They serve individuals with exceptional needs 
whose IEPs specify this service. 

Special Day Classes (school districts and offices of 
county superintendents of schools). These are 
special classes operated pursuant to Education Code 



Section 56364 to which individuals with exceptional 
needs are assigned on the basis of their IEP? and in 
which they spend at least half of their days. 

Special education activities include the following 
subprograms: 

Assessment Costs (school districts and offices of 
county superintendents of schools). These activities 
consist of the services provided to children for the 
p°sessment of their handicapping conditions, pursu- 
it to Education Code Section 56320, by specialized 
staff, such as psychologists, nurses, audiologists, 
social workers, vocational education staff, occupa- 
tional therapists, physical therapists, and physicians. 
Special education assessment activities begin from 
the date of the written referral for assessments. Such 
assessments may occur prior to or during a child's 
enrollment in special education programs. The 
assessment costs represent the activities of special- 
ized personnel in the evaluation of a child as well as 
preparation for and participation in the IEP team 
meeting. Tasks to be performed include testing; 
consulting with parents and other professionals; 
gathering data (e.g., requesting students' records) or 
reviewing students' files; and writing reports. Travel 
time is included only when the assessment activity is 
the primary reason for the travel. 

Examples of special education assessment tasks 
that are excluded are direct services to students (e.g., 
DIS counseling); staff development; student study 
teams' pre-special education referral activities; 
consultation or observation provided as follow-up 
to the assessment; and assessments for other pro- 
grams (e.g., GATE; ECiA, Chapter I). Travel time is 
excluded when regularly scheduled DIS activities 
and/ or contracted services (e.g., psychological ser- 
vices contracted from the offices of county super- 
intendents of schools) are provided, even if assess- 
ments occur during the trip. Also excluded are the 
costs of individuals whose participation in IEP 
meetings is an ancillary (or ad hoc) duty, such as 
general or special education classroom teachers and 
school site administrators. 

NOTE: Expenditures for assessment activities are to be direct 
charges to the pupil services program and subsequently 
transferred to the assessment costs subprogram as documented 
direct support costs. 

The special education instructional programs and 
activities listed in the preceding paragraphs may also 
be reported on a supplementary basis in the Annual 
Program Cost Data Report (J-380/J-5G0) as fol- 
lows: 

Severely Handicapped. These programs are direct 
instructional services provided in accordance with 



B-3 lOo 



Education Code Section 56030.5 for individuals 
with exceptional needs who require intensive 
instruction and training in programs serving pupils 
w "h profound disabilities. Some examples of these 
disabilities are autism, blindness, deafness, severe 
orthopedic impairments, serious emotional distur- 
bances, and severe mental retardation. Also 
included are those individuals who would have been 
eligible for enrollment in a development center (or 
handicapped pupils. 

Nonseverely Handicapped. These programs are 
provided for all other individuals with exceptional 
needs who are receiving special education services. 

Infant. These programs are direct instructional 
services provided in accordance with Education 
Code Section 56026(c)(1) for individuals with ex- 
ceptional needs who are younger than three years of 
age and are placed pursuant to an IEP. 

Program Specialists/ Regionalized Services 
(school districts and offices of county superinten- 
dents of schools). The program specialists/ regional- 
ized services program represents the costs of pro- 
gram specialists and other staff who provide exper- 
tise and consulting services to the instructional staffs 
providing direct educational services to individuals 
with exceptional needs pursuant to Education Code 
Section 56368. Regionalized services refers to those 
programs and services that are provided in accor- 
dance with an approved local plan for the Special 
Education Master Plan pursuant to Education Code 
Section 56220. Such activities may include program 
specialist services, personnel development, evalua 
tion, management information systems, curriculum 
development, program review, or any other region- 
alized service provided for in the local plan. 

NOTE: Expenditures for program specialists not providing 
regionalized services are to be a direct charge to the instructional 
administration program and may be subsequently transferred to 
the program specialists/ regionalized services subprogram as a 
documented direct support cost. 

Special Education Transportation (school districts 
and offices of county superintendents of schools). 
Special education transportation represents the 
costs of providing specialized transportation services 
to individuals with exceptional needs that are 
specified on the children's IEPs and that are distinct 
from any "regular" transportation services provided 
by the agency. Transportation of pupils enrolled in 
special education programs is to be a direct charge 
to the pupil transportation program and subse- 
quently transferred to the special education trans- 
portation subprogram as a documented or allocated 
direct support cost, as appropriate. 



Special Projects 

Special projects are projects and programs that maj^P' 
have their own project directors; are approved and 
funded from external sources, including federal, state, 
local, or private agencies; require special project 
budgets and audits; and may require financial reports. 
Special projects usually are entirely in support of an 
instructional program or another support program. 

Charges for special projects include all direct costs in 
any expenditure classification expressly funded by the 
donor, including funded indirect costs . Direct charges 
that normally are made to another support program 
(e.g., a clerk to special projects administration or a 
nurse to pupil services) shall be made to a special 
project when the expenditures have been expressly 
funded by the donor. To be included as donor- 
authorized costs are those locally matched expendi- 
tures required to be accounted for and reported as part 
of the special project. To be excluied as donor- 
authorized costs are "in-kind" activities associated with 
a special project. 

This charging of donor-authorized support costs 
directly to special projects means that another step is 
required to provide the district and state agencies with 
the total expenditures for various support items, such 
as district/ county administration, pupil services, plant^^ 
operations, plant maintenance, pupil transportation||B 
and so forth. This additional step is provided in the^^ 
Annual Program Cost Data Report (J-380/ J-580). 

Federal projects include, but are not limited to, 
those provided under the following: 

1. Economic Opportunity Act 

2. Education Consolidation and Improvement Act 

3. Job Training Partnership Act (including Private 
Industry Council [PIC]) 

4. PL 94-142 discretionary grants 

5. Vocational Education Act 

State projects include, but are not limited to, the 
following: 

1. Classroom Teacher Instructional Improvement 
Program 

2. Economic Impact Aid {Education Code sec- 
tions 54028 and 52168) 

3. Education technology assistance grants 

4. Mentor teacher programs 

5. Miller-Unruh ReaJing Act 

6. School Improvement Program 

7. Staff development 

8. State hospital students—special education 

9. State preschool JH| 

10. Tenth grade counseling 
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Excluded from special projects are: 

1. Projects or activities that are funded entirely by 
ihe school district. (These costs are charged to 
instructional programs or support service 
programs, as appropriate.) 

2. Programs operated on behalf of, or under 
contract to, other educational agencies (These 
costs are charged to instructional programs or 
support service programs, as appropriate.) 

Services to School Districts (offices 
of county superintendents of schools only) 

Services to school districts constitute those activities 
performed by the county superintendent of schools in 
support of school districts or other offices of county 
superintendents of schools, including, but not limited 
to, the following: 

1. Coordination activities and professional ser- 
vices, such as supervision of instruction, health, 
guidance, attendance, and school library ser- 
vices {Education Code Section 1700 et seq.) 

2. Financial services (Education Code Section 
41200 et seq.) 

3. Credential services (Education Code Section 
44330 et seq.) 

Services to school districts consist of activities in the 
areas of instructional support, pupil services, special 
education assessment costs, and general administra- 
tion (including county administration and centralized 
di ta processing). These services include activities of a 
regionalized nature, such as curriculum services, 
centralized data processing services, and warrant audit 
services to school districts. 

Some personnel may be employed, or activities 
performed, in more than one function. The following 
direct cost distributions may be used in lieu of actual 
time accounting: 

1. Offices of county superintendents of schools 
that have on^ person performing similar activi- 
ties ithin the services to school districts 
programs as well as support service programs 
may charge SO percent of the costs as a direct 
cost to the services to school districts function 
and 50 percent of the costs as a direct cost to the 
support services function. 

2. The costs of the county superintendent of 
schools and the county board of education 
should be charged as direct costs at 50 percent 
to the general administration program within 
the services to school districts functions and 50 
percent to the county administration program 
within the support services function. 



Support Service Programs 

Support service programs are those programs 'that 
supply support to various instructional programs, spe- 
cial projects, and other activities. 

Instructional Support 

Certificated or classified employees assigned to 
instructional support programs may not be classified 
as teachers or instructional aides. 

Instructional Administration. Instructional adminis- 
tration is the area of responsibility for the improve- 
ment of teaching through a program of leadership, 
guidance, and assistance to help teaching staff and to 
improve curriculum and curriculum materials that are 
used by teachers. It consists of supervising instruction, 
developing and improving curriculum and curriculum 
materials (including testing materials), guiding teach- 
ers in the use of instructional materials, administering 
sabbatical leaves, providing the environment for in- 
service training, and so forth. 

Direct charges to instructional administration in- 
clude the salaries of directors or supervisors of ele- 
mentary and/ or secondary instruction or curriculum 
laboratories; salaries of directors or supervisors of 
special education, bilingual education, or similar pro- 
grains; salaries of associated clerical staff; employee 
benefits for all employees in ths program; consultant 
services or other costs of in-service training; supplies 
used by employees in this program; travel and confer- 
ence expenses for all employees in this program; repair 
and maintenance of equipment used in this program; 
and acquisition and replacement of related equipment. 
Expenses for those activities that have as their 

purpose overall general administrative responsibility 

for the entire school district or office of the county 

superintendent of schools are not charged here. 

These expenses are to be charged to the district/ 

county administration program. 

Some personnel may be employed, or activities 
performed, in more than one function. The following 
direct cost distribution may be used in lieu of actual 
time accounting: 
The costs of assistant superintendents for instruction 
(or equivalent position*} having first-line re- 
sponsibility for delivery or the services of the 
instructional administration program as well as 
participation in district/county policy may be 
charged as a direct cost at 50 percent to the instruc- 
tional administration program function and 50 
percent to the district/ county administration pro- 
gram function. 

Instructional Media. Instructional media is the pro- 
gram area that consists of those activities that provide 
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communicative resources to support instruction. 
Included in this program arc the following: 

School Library and Audiovisual. A school library 
and audiovisual program includes responsibility for 
organizing and managing library books and prepar- 
ing, caring for, and making available audiovisual 
equipment, materials, scripts, and other teaching 
and learning aids that have special appeal to sight 
and hearing. Activities include ordering, cataloging, 
processing, and circulating books, audiovisual 
materials, and equipment; planning for the use of 
the library by teachers and pupils; selecting books 
and audiovisual materials; participating in faculty 
planning for the use of books and audiovisual 
materials, and guiding teachers and pupils in the use 
of the library. 

Educational Television. An educational television 
program consists of such activities as writing, 
programming, and directing educational television 
programs as a part of the instructional program of 
the school or district. 

Computer Assistance in Instruction. Computer as- 
sistance in instruction for a school or a school 
district consists of such activities as writing, pro- 
gramming, and directing ongoing computer-based 
instructional programs and instructional manage- 
ment information programs. 

Direct charges to the instructional media program 
include salaries of librarians; salaries of library clerks; 
salaries of audiovisual personnel; salaries of personnel 
who are involved in writing, programming, and 
directing ongoing educational television and 
computer-based instructional programs; employee 
benefits of employees in this program; library books, 
regardless of where they are placed in the district; 
audiovisual materials; repair and maintenance of 
equipment used in this program; and acquisition and 
replacement of audiovisual and library equipment. 

Examples of activities or items excluded as direct 
charges to instructional media are: 

1. Textbooks (to be charged to the appropriate in- 
structional program) 

2. Specific or special materials that are used exclu- 
sively in an instructional program or project and 
that are not part of the central library (to be 
charged to the appropriate instructional program 
or special projects program as instructional sup- 
plies) 

3. Computer-assisted instructional activities of an 
experimental nature (to be charged to the instruc- 
tional administration program) 

School Administration. School administration 
constitutes those activities that have as their purpose 



overall administrative responsibility for a single school 
or several schools (but not a district, administrative^^ 
area, or subunit of the district). It consists of the^J 
activities that are performed by the principal, assistant 
principals, and other assistants in the general supervi- 
sion of all operations of the school; evaluation of the 
staff members of the school; assignment of duties of 
staff members; supervision of the records of the schoc', 
coordination of school instructional activities with 
instructional activities of the school district; and so 
forth. 

Some personnel may be employed, or activities 
performed, in more than one function. The direct cost 
distribution that may be used in lieu of actual time 
accounting is as follows: 

Small school districts that have one person perform- 
ing the functions of both the princinal and the 
superintendent may charge 70 percent o, the costs as 
a direct cost to the principal's function (school 
administration) and 30 percent of the costs as a 
direct cost to the superintendent's function (district 
administration). 

Pupil Services 

Attendance. Attendance includes those activities 
that promote and improve school attendance of pupils. 
Attendance services consist of such activities as earlyf^ 
identification of patterns of nonattendance, promotioiUP 
of pupils' and parents' positive attitudes toward atten- 
dance, analysis of causes of nonattendance, early 
action on problems of nonattendance, and enforce- 
ment of compulsory attendance laws. The time spent 
on attendance recording and reporting on a district- 
wide basis is charged to the district administration 
program. 

Welfare. Welfare includes those activities that assist 
in the prevention or solution of the personal, social, 
and emotional problems of pupils involving family, 
school, and community relationships when such prob- 
lems have a bearing on the quality of the schoolwork 
of pupils. It consists of such professional services as 
diagnosing the problems of pupils arising out of the 
home, school, or community; undertaking casework 
services for the child or parent, or both; interpreting 
the pupils' problems for other staff members; and 
promoting modification of the circumstances sur- 
rounding the individual pupil that are related to his or 
her problem insofar as the resources of the family, 
school, and community can be brought to bear on the 
problem. These activities are usually assigned to such 
staff members as school social workers, visiting 
teachers, or directors of school social 'vork. Programi^ 
providing wearing apparel for children are include^P 
here. 
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Guidance. Guidance includes those activities that 
help pupils assess and understand their abilities, 
aptitudes, interests, environmental factors, and educa- 
tional needs; assist pupils iu understanding educational 
and career opportunities; an J aid pupils in making 
optimum us? of educational and career opportunities 
through the formulation of realistic goals. Guidance 
includes such activities as counseling pupils and 
parents, evaluating the abilities of pupils, assisting 
pupils to make their own educational and career plans 
and choices, assisting pupils in personal and social 
adjustments, and working with other staff members in 
planning and conducting guidance programs. Guid- 
ance also includes administering psychological tests 
and managing and planr ng a program of psychologi- 
cal services for the school system. 

Counseling. Counseling covers those activities that 
supplement the school district's information by 
identifying the individuality of each pupil, his or her 
capacities, achievements, interests, potentialities, and 
needs; study the individual pupil experiencing acute 
problems of educational development to furnish 
diagnostic information; and suggest programs con- 
cerning the psychological aspects of these problems. 

Health. Health covers those activities that provide 
physical and mental services not directly instructional, 
such as medical, dental, psychiatric, and nursing 
services. 

Direct charges to the pupil services program include 
salaries of counselors, attendance officers, psycholo- 
gists, nurses, physicians, psychiatrists, and other per- 
sonnel authorized in the field of physical and mental 
health who are employees of the district; salaries of 
associated clerical staff; employee benefits for all 
employees in this program; office, medical, dental, and 
first-aid supplies; travel and conference expenses for all 
employees in this program; repair and maintenance of 
equipment used in this program; and acquisition and 
replacement of related equipment. 

Sprcial Projects Administration 

Special projects administration is the area of admin- 
istrative responsibility for special projects or programs 
as defined in the special projects section on page 4-6. 

Direct charges to the special projects administration 
program include salaries of director(s) or supervisor(s) 
of special projects, including migrant education or 
similar projects; salaries of associated clerical staff; 
employee benefits for all employees in this program; 
supplies used by employees in this program; travel and 
conference expenses for all employees in this program; 
and repair and maintenance of equipment used in this 
program. 



General Support 

Administrat e by the Office of the County Superin- 
tendent and the District. These art activities that have 
as their purpose overall general administrative respon- 
sibility for the entire office of the county superinten- 
dent of schools or school district and are classed as 
district/ county administration. 

Direct charges to th; district/county administration 
program include payments to and on behalf of go' <;rn- 
ing boaru members; salaries of the superintendent and 
of deputy, associate, area, and assistant superinten- 
dents; salaries of business managers, personnel direc- 
tors, and directors of pupil services for the general 
direction and management of all affairs of the district; 
costs of attendance recording and reporting on a 
districtwide basis; salaries of administrative secretaries, 
clerks, and accounting and purchasing personnel; 
employee benefits for all employees in this program; 
office supplies; travel and conference expenses for all 
employees in this program; repair and maintenance of 
equipment used in this program; and acquisition and 
replacement of related equipment. 

Salaries and other related costs of employing retired 
personnel shall be charged to the programs to which 
the persons are actually assigned. 

Some personnel may be employed, or activities 
performed, in more than one function. The following 
direct cost distributions may be used in lieu of actual 
time accounting: 

1. The costs of assistant superintendents for in- 
struction (or equivalent positions) having first- 
line responsibility for delivery of the services of 
the district/ county administration program, as 
well as participation in the development of 
district policy, may be charged as a direct cost at 
SO percent to the instructional administration 
program and 50 percent to the district adminis- 
tration program. 

2. Small school districts that have one person who 
performs the functions of both the principal and 
the superintendent may charge 70 percent of the 
costs as a direct cost to the principal's function 
(school administration) and 30 percent of the 
costs as a direct cost to the superintendent's 
function (district administration). 

3. Offices of county superintendents of schools that 
have one person performing similar activities 
within the services to school districts programs as 
well as support services programs may charge 50 
percent of the costs as a direct cost to the services 
to school districts function and 50 percent as a 
direct cost to the support services function. 

4. The costs of the county superintendent of schools 
and the county board of education may be 
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charged as direct costs at 50 percent to the 
general administration program with 5 ?.* the ser- 
vices to school districts function and 50 percent 
to the county administration program within the 
support services function. 

The initial charges for certain insurance should be 
charged as direct costs to the appropriate user pro- 
grams, such as pupil insurance and driver training 
vehicle insurance (to be charged to the instructional 
programs); insurance on buses and vehicles used for 
transporting pupils (to be charged to the pupil trans- 
portation program); insurance on vehicles used for 
food service (to be charged to the food services 
program); and all other property or liability insurance 
costs not charged to a specific program (to remain in 
the district/ county administration program). 

The costs of duplicating and reproduction services 
used by specific programs should be charged as a direct 
cost to the user program. In-house services should be 
charged to a user program in the same way that 
services provided by an outside firm would be charged 
to a user program. 

Include in this progr^n excessive costs associated 
with the issuance of tax and revenue anticipation notes 
(TRANs). (See the definition of debt service on page 4- 
1 1 for further information.) 

Centralized Data Processing. Centralized data pro- 
cessing includes in-house services provided from a 
mainframe or minicomputer unit as well as the cost of 
centralized services provided by another agency. 
Excluded from this program are services provided 
entirely on the smaller specialized units, such as micro- 
computers or personal computers. 

Plant Maintenance. Plant maintenance includes 
those activities that are required to repair, restore, or 
renovate school property, including grounds, build- 
ings, site improvements, building fixtures, and service 
systems. 

Direct charges to the plant maintenance program 
include salaries of directors and supervisors of mainte- 
nance, carpenters, painters, electricians, plumbers, 
maintenance clerks, and similar employees; employee 
benefits for all employees in this program; necessary 
materials and supplies; rental and replacement of plant 
maintenance equipment; contracts for repairing, re- 
storing, or renovating the grounds, buildings, or equip- 
ment, including regrading sites; repairing retaining 
walls, walks, driveways, sprinkler systems, and play- 
ground apparatus or equipment; reseeding lawns; 
repainting; repairing or replacing roofs, walls, heati lg 
and air-conditioning units, and electrical and plumb- 
ing installations; repairing building fixtures; resurfac- 
ing and refinishing floors; moving movable walls or 



partitions; and acquisition and replacement of related 
equipment. , 

Examples of items that are not charged to the planflP 
maintenance program are materials that must be 
replaced frequently, such as light bulbs, fluorescent 
tubes, and fuses. These items must be charged to the 
operations program. Changes ^f partitions (nonmova- 
ble type), walls, and roof structures are charged to the 
facilities acquisition and construction program. 

Plant Operations. Plant operations are housekeep- 
ing activities that arc concerned with keeping the 
physical plant open and ready for use. Included activ- 
ities are cleaning and disinfecting; heating and lighting; 
communications; maintenance of power; moving of 
furniture; caring for grounds; garbage and t-ash 
disposal; laundry and dry cleaning service, including 
the rental of towels; rental of equipment, such as floor 
polishers; softwater service; and such other housekeep- 
ing activities as are repeated on a daily, weekly, 
monthly, or seasonal basis. 

Direct charges to the operates program include 
salaries of directors and supervisors ot operations, 
custodians, guards, gardeners, telephone switchboard 
operators, truck drivers, operation clerks, security 
personnel, and similar employee(s); employee benefits 
for all employees in this program; supplies normally 
charged to this program, including brooms, brushes^^ 
disinfectants, fuses, garbage cans, light bulbs ano^B 
fluorescent tubes, mops, wax, soap, toilet paper^^^ 
towels, outdoor flags, weed killers, and fertilizers; 
office supplies; repair and maintenance of equipment 
used in this program; and acquisition and replacement 
of related equipment. 

Pupil Transportation. Pupil transportation means 
the conveying of pupils to and from school activities, 
between home and school, or between schools. 

Direct charges to the pupil transportation program 
include salaries of directors and supervisors, bus 
drivers, clerks, and mechanics; salaries of other 
personnel whose assignments are related to the trans- 
portation of pupils, such as bus aides and security 
aides; employee benefits for all employees in this 
program; gas, oil, tires, and parts and supplies for the 
repair and maintenance of the buses; office supplies; 
insurance on buses and other vehicles used for trans- 
porting pupils; contracts for outside repair; contracts 
with individual(s), other districts, or firms for trans- 
porting pupils; rental of buses; and acquisition and re- 
placement of equipment used for transporting pupils, 
including buses. 

Auxiliary Programs 

Community Services. Community services are thosqB 
activities that have as their purpose community and^ 
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school recreation and other activities authorized by the 
Civic Center Act (Education Code Section 40040 et 
srq,) and the Community Recreation Act (Education 
Code Section 10900 et seq.,. 

Direct charges to the community services program 
include salaries fcr playground directors, supervisors, 
or aides; salaries of associated clerks and other 
recreational personnel; paid overtime or extra time for 
custodial services performed entirety as a result of 
community services activities; employee benefits for all 
employees in this program; and those expenditures 
necessary to conduct activities under these icts. 

Retiree Benefits, Direct charges to this program 
include fringe benefits, compensation deferred as a 
retirement incentive, or other payments that are made 
as a result of retirement and for which no services are 
being provided by the retiree, Consulting services and/ 
or rtlated benefit costs that are paid for services 
rendered by a retiree are cnarged to the appropriate 
program responsible for those services, 

food Services. Food services include management 
of the food services program of the school or school 
district, including the preparation and serving of 
regular and incidental meals, lunches, or snacks in 
connection with school activities and the delivery of 
food, 

Direct charges to the food services program include 
salaries of directors and supervisors, managers, cooks, 
helpers, bookkeepers, and clerks; employee benefits 
for all employees in this program; food; laundry; costs 
of purchase and operation of vehicles used in the 
delivery of food to various locations; insurance on 
vehicles used for food service; repair and maintenance 
of equipment used in this program; and acquisition 
and replacement of related equipMent. 

Child Development Activities. Child development 
activities include child care and development programs 
conducted by the district, such as day care programs 
and latch-key programs, Also included are programs 
provided to children in schools and in children's 
centers pursuant to Education Code sections 8200- 
8370, Certain child development programs shall be 
reported in the Child Development Fund only, 

Nonagency Activities, Nonagency activities are 
those activities conducted on behalf of another agency, 
via a contract or agreement, in which the other agency 
retains the prime responsibility for delivery of the 
services, Such services may be instructional or support 
in nature, 

Nonagency activities shMl be classified as "educa- 
tional" activities when the contracting agency is a 
public educational agency or "other 11 wlv;n t.ie con- 
tracting agency is other thar. a public educational 



agency. C^sts reported in this program may or miy 
not include direct charges. However, direct support 
costs will most likely be reported when such activities 
are conducted, such as allocations for plant mainte- 
nance and plant operations, and school administra- 
tion, 

Facilities 

Direct charges to the facilities program include all 
costs of obtaining land and buildings through pur- 
chase, lease, rental, or lease with option to purchase; 
major remodeling of buildings; construction of build- 
ings and additions to buildings; initial installation or 
extension of service systems and other built-in equip- 
ment; initial improvements to sites; and books and 
equipment for new buildings. 

The salaries and other expenses of school district 
employees assigned specifically to the facilities pro- 
gram or architects, engineers, and contractors hired for 
capital improvement projects are recorded in this 
program. 

Expenditures for all repairs to building structures 
(except repairs that add to the life of the existing 
facilities) are recorded in the maintenance program. 

As a general guide concerning repairs to building 
structures, if changes of partitions (nonmovable type), 
the roof structure, or walls are not involved, the 
expenditures are recorded in the maintenance pro- 
gram; if such changes are involved, the expenditures 
are recorded in the facilities program. Expenditures for 
the initial installation and extension of service systems 
and other built-in fixtutes in existing buildings are 
recorded in the facilities program, and expenditures 
for repairs and replacements of service systems and 
other built-in fixtures are recorded in the maintenance 
program. 

Other Outgo 

Debt Service, Debt service consists of expenditures 
for the retirement of debt and for interest on debt, 
except principal and interest on current loans (money 
borrowed and repaid during the same year). That 
portion of direct costs for issuing tax revenue anticipa- 
tion notes (TRANs), including interest expense, which 
is equal to or less than investment earnings on TRANs 
proceeds, is to be charged to this prjgram. If costs 
exceed investin:nt earnings, the excess costs are to be 
charged to the district/ county administration pro- 
gram. 

Outgoing Tlrition, Outgoing tuition is tuition for 
junior high school, tuition for instruction under 
interdistrict attendance agreement., tuition for 
regional occupational centers and programs, and other 
tuition. 
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Interfund Transfers. Interfund transfers consist of order to provide additional management information^^ 

various transfers from the General Fund to various relative to the total operation of a district. ' j^B 

other funds, from the various funds to the General 
Fund, and between the various funds. 

Site or Operational Unit 

Instructional and support programs may be identi- 
fied by school site, location, or operational unit in 
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PROGRAM COST ACCOUNTING 
QUESTIONS AND ANSWERS 



Program Classification Definitions 

Hov does one account for the program activities if the ROP 
program is operated by the school district itself? 

The school district would account for its own activities as 
an instructional ROP program. 

California School Accounting Manual. 

Are projectors instructional equipment? 

Projectors may or may not be instructional equipment. Some 
school districts and county offices of education have 
projectors in their instructional media centers, and they 
are loaned out to the various programs. In this case, the 
projectors are a direct cost to the Instructional Media 
program. If projectors are purchased by a specific program,, 
they are a direct cost to that program. 

California School Accounting Manual. 

When we are determining whether or not equipment repairs 
should be a direct cost to other than the Plant Maintenance 
and/or Plant Operations programs, what types of equipment 
are we discussing? 

Instructional, office, and pupil transportation equipment 
tend to be the most common types. 

California School Accounting Manual. 

Define an independent study center? More specifically, can 
it be a classroom in a necessary small school? 

If the school district is operating independent study 
centers under Education Code sections 46300(e), 51745, and 
51746, then the costs would be reported in the Independent 
Study Centers program. If independent study programs are 
not centers, but are operated as part of another program, 
then the costs are charged to the other program (i.e., 
continuation education) . 

California School Accounting Manual. 
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Q: Would the Director of Juvenilf court Schools be charged to 
Instructional Administration? 



A: Yes, then his/her time could be distributed as a documented 
direct support cost to the Juvenile Court Schools program or 
allocated to all programs. 

REF: California School Accounting Manual. 

6. Q: If you have personnel doing districtvide pupil attendance 

accounting, where should their costs be charged? 

A: These costs are charged as a direct cost to the District or 
County Administration program and then distributed as an 
indirect cost. 

REF : California School Accounting Manual. 

7. Q: Where are the costs for ROP attendance clerXs charged? 

A: If the personnel work is for activities that promote and 
improve school attendance of pupils, it's appropriate to 
charge them to Pupil Services, and then document those costs 
back to the ROP program or allocate the costs to all user 
programs. If the personnel record only attendance for 
reporting purposes, then the costs should be charged to the 
School Administration program. 

REF : California School Accounting Manual. 

8. Q: Do Pupil Services program personnel work on attendance 

problems? 

A: If the personnel work on activities that promote and improve 
school attendance of pupils, not districtwide attendance 
reporting, their costs are charged as a direct cost to the 
Pupil Services program. 

REF : California School Accounting Manual. 

9. Q: Where does one charge the support staff and materials 

associated with an administrative position? 

A: The support staff and materials are charged to the same 
program as the administrator. If you use a percentage 
distribution for the administrative positions, you may use 
the same percentage distribution for their support staff and 
materials. You may also choose to document these costs 
separately if it is believed that using the same percentage 
distribution does not accurately reflect the support staff's 
job responsibilities. 
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REF : California School Accounting Manual. ' 

10. Q: Would costs of continuation high schools be considered a 

separate program for reporting purposes? 

A: Yes, it is a separate program under the General Education 
category entitled "Continuation Education." 

REF: California School Accounting Manual 

11. Q: Is ROP/C considered to be a Regular Education program? 

A: ROP/C is a separate program under the category entitled 
"General Education Instructional programs." 

REF : California School Accounting Manual. 

12. Q: How do I charge the costs of a principal who is a principal 

of a special education school but also is in charge of the 
Transportation program? 

A: This person is performing two functions, one as a principal 
anu the other as a transportation supervisor. The cost for 
that person is to be distributed as a direct cost to the two 
programs. He/she will be charged as a direct cost to the 
School Administration program for the number of hours a day 
spent as a principal. Additionally, he/she will also be a 
direct cost to the Transportation program for the number of 
hours a day spent as a transportation supervisor. If the 
only programs operated at the site are Special Education 
programs, then the costs that could be documented to special 
education would be the direct costs in the School 
Administration program. However, if time is documented to 
any program, all time must be documented. If there are 
multiple programs at the site, the costs in the School 
Administration program cannot be documented to any program, 
but must be allocated to all user programs. 

REF : California School Accounting Manual. 

13. Q: For a small school district where the superintendent is the 

principal and also performs district administration 
functions/ how do you account for the costs? 

A: If you don't want to document the costs for a 

superintendent/principal, you may allocate 70% of the costs 
to the School Administration program and 30% to the District 
Administration program. 



REF : California School Accounting Manual. 
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14. Q: For a small school district/ do you have to further 

distribute a superintendent's/principal's salary and fringe 
benefits as a direct cost to transportation, cafeteria, etc? 

A: No. Just distribute the costs as 70% to the School 
Administration program and 30% to the District 
Administration program. 



REF : California School Accounting Manual. 



15. Q: Do>s the Gifted and Talented (GATE) program refer only to 
those activities categorically funded by the State? How 
does a school district account for those activities if the 
district provides additional funding? 

A: Any activities for GATE programs, whether funded by the 
school district or the State, will be accounted for under 
your General Education Gifted and Talented program. Direct 
costs are reported in column la and direct support costs are 
reported in columns 4 and/or 5 of the J-380. 



REF: California School Accounting Manual. 



16. Q: What is to be the total cost that is reported on the "Food 
Services** line? 



A: All expenditures funded by the General Fund of the school 
district for food service activities will be reported on 
this line. There may be some direct costs, direct support 
costs, and also indirect costs. Costs may also be 
distributed from the Food Services program as a direct 
support cost to user programs under limited circumstances. 
(These limited circumstances are noted in the California School 
Accounting Manual) . The Meals for the Needy add-on to the K-12 
Revenue Limit is not reported on this line. 



REF : California School Accounting Manual. 



17. Q: To which program are rentals and leases of 
facilities/classrooms a direct cost? 



A: Rentals and leases of facilities/classrooms are a direct 

cost to the Facilities - Rents and Leases program. Rentals 
and leases of equipment are a direct cost to the program 
receiving the benefit of that equipment. 

REF: California School Accounting Manual. 

18. Q: To which program are telephone expenditures a direct cost? 
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20. 



21. 



22. 
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A: Telephone expenditures are a direct cost to the Plant 

Operations program. ' 

REF: California School Accounting Manual. 

Q: Where does one account for the cost of classrooms owned by 
the federal government? 

A: If the LEA leases and/or rents the classrooms from the 

federal government, then the costs are to be a direct cost 
to the Facilities - Rents and Leases program. The costs 
will then be distributed back to all programs of the LEA 
based on the Classroom Units Allocation Method. 

REF : California School Accounting Manual. 

Q: If our district has a centralized Xerox machine where 

teachers send their materials for duplication, can the cost 
of these materials be a direct cost to the Instructional 
program? 

A: Instructional materials are direct costs to the 

Instructional program. In this particular situation, the 
duplication costs should be distributed back to each of the 
user programs by using the new account number 5700, which 
was established in 1986-87. 

REF: California School Accounting Manual. 

Q: To which program are the costs for noon duty supervisor 
direct costs? 

A: Noon duty supervisors' costs are direct costs to the 
Instructional program. These individuals relieve the 
teacher of supervision during the instructional day much as 
a classroom aide does. They are no longer charged to the 
Community Services program. 

REF : California School Accounting Mr >al. 

Q: Eow does an LEA distribute as a direct cost, then allocate, 
the costs for an individual who is the Director of Special 
Education, Department Head of Juvenile Hall, Department Head 
of JTPA (working only with special education students) , and 
principal of a special education school? 

Ai The LEA must first identify the programs to which this 

individual is a direct cost and determine the percent of 
time the person spends in each program. Identification is 
as follows: 
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o Director of special Education and Department Head 
of Juvenile Hall are direct costs to Instructional 
Administration ; 



o Department :;^ad of JTPA (Job Training Partnership 
Act) is a direct cost to Special Projects 
Administration ? 

o Principal of a special education school is a 
direct cost to School Administration. 

One 3 you have determined tht amount of time spent in 
each of these support programs, then follow the 
prescribed methods in the California School Accounting Manual for 
distribution of these support programs to user 
programs, in this case, Instructional Administration 
and School Administration are allocated on an 1TE 
basis; Special Projects Administration is allocated on 
a ratio of costs basis. 

Additionally, the LEA may wish to review this person's 
time to determine whether or not to document the time 
directly to the user programs. The time that is 
charged to Instructional Administration and to Special 
Projects Administration can be documented back to the 
user programs. The time that is charged to School 
Administration may not be documented back to the usor 
programs unless this person is a principal of a single 
site on which there is only one educational program in 
operation, i.e., exclusively special education or 
exclusively ROC/P. 

REF: California School Accounting Manual. 

23. Q: To which program does one charge the expenditures for 
leasing or renting space for storage facilities? 

Also, to which user programs does one allocate the cost of 
leasing this space? 

A: The cost of leasing or renting storage space is a direct 

cost to the Facilities - Rents and Leases program, which is 
then distributed to all programs operated by the LEA based 
on the Classroom Unit allocation method. You may not 
document these costs to specific user programs unless you 
are required by state or federal agencies for programmatic 
purposes to rent or lease a facility on a site where there 
are no LEA-owned facilities. Review the California School 
Accounting Manual for more specific requirements in this area. 

REF: California School Accounting Manual. 
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24. Q: If an LEA Maintains a Child Development Fund, what other 

costs are reported on EDP 458, the Child Development 
Activities program line? 

A: Locally funded latchkey programs would be reported on this 
line, even if your LEA maintains a Child Development Fund. 
There may also be s^e direct support costs ^nd indirect 
costs distributed to tl is particular EDP number; these costs 
would be distributed if the General Fund contributed to the 
Child Development Fund, but the Child Development Fund did 
not pay for those contributions and, therefore, the General 
Fund incurred the expense. 

REF: California School Accounting Manual. 

25. Q: In our district, the vast majority of instructional 

equipment is available for utilization by all students 
within a school facility. Normally this equipment is kept 
either in common areas or in the media center. To which 
program should the repair of this equipment be considered a 
direct cost? 

A: In this particular example, all equipment repairs should be 
charged to the instructional media center, since the 
equipment is stored in either the media center or a general 
use storage area. The repair of this equipment should not 
be charged individually to programs, because all programs 
have equal access to this equipment. If the equipment 
repairs are charged to the Instructional Media program, then 
those costs will be distributed as an allocated direct 
support cost to all instructional programs based on the FTE 
in the various instructional programs. 

REF : California School Accounting Manual. 

26. Q: Is fire and liability insurance a direct cost to the Plant 

operations program or to the District Administration 
program? 

A: Fire and liability insurance is a direct cost to the 

District/County Office Administration program and, as such, 
will be distributed as part of the indirect cost pool. The 
rationale for this decision is that these types of insurance 
are not readily identifiable to specific programs and, 
therefore, should be distributed proportionately to all 
programs. Examples of types of insurance that are a direct 
cost to the user programs are pupil insurance, driver 
training vehicle insurance, and pupil transportation vehicle 
insurance. 
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REF: California School Accounting Manual. 



27. Q: Tha California School Accounting Manual allows an assistant 

superintendent of instruction to ba allocated 50% to 
instructional administration and 50% to district 
administration. The Object of Expenditure Codes by Major 
Program matrix (beginning on page 4-33 of the California School 
Accounting Manual ) does not indicate that an assistant 
superintendent may be charged to the Instructional 
Administration progran. Can one assume that this matrix is 
not going to convey every possible situation that could 
occur? 



A: The Object of Expenditure Codes by Major Program matrix was 
intended to provide information on the types of expenditures 
that may be considered direct co&ts to the various programs. 
However, this chart was not intended to be all inclusive, 
and there may be situations that are not illustrated by this 
particular chart. 

REF: California School Accounting Manual, pages 4-33 through 4-35. 

28. Q: To which program do you caarge an individual who serves as 
both the school district psychologist and the director of 
curriculum? 



A: The individual should determine the percent of time spent as 
a psychologist and the percentage of time spent as the 
director of curriculum. The FTE spent as a psychologist 
would be a direct cost to the Pupil Services program. The 
FTE spent as the director of curriculum would be a direct 
cost to the Instructional Administration program. 



REF: California School Accounting Manual. 



29. Q: Please provide an example of the type of service classified 
as instructional Administration. 

A: Direct costs of the Instructional Administration program are 
those costs involving the area of responsibility for the 
improvement of teaching through a program of leadership, 
guidance, and assistance to aid teaching staff end to 
improve curriculum and curriculum materials used by 
teachers. Typical persoi » el charged to this program would 
be directors or supervisors of elementary and/or secondary 
instruction, curriculum laboratory salaries, directors or 
supervisors of special education, bilingual education or 
similar programs, and associated costs for those 
individuals. For further information refer to the 
California School Accounting Manual . 
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REF: California School Accounting Manual. 

30. Qi Our school district has a parson who performs tha functions 

of a superintendent, principal, and teachei. This 
individual is paid from the regular teacher salary schedule 
and receives an additional stipend of $3,000 per year to 
perform administrative functions. The person teaches full 
time or the same amount of hours that all other teachers are 
required to teach in this district. How do we apply the 
70%/30% split to this person* s salary? 

A: This case is a somewhat unusual situation since the person 
teaches full time and receives a stipend to perform the 
administrative functions. The person does not receive a 
salary to perform all three functions. The person receives 
a salary to teach plus a stipend to perform the 
superintendent-principal functions. In this particular 
situation, the salary would be charged to the regular 
education program because the individual teaches full time 
and is paid from the teacher salary schedule for the 
teaching responsibility. The $3,000 stipend would then be 
prorated 70% to the School Administration program and 30% to 
the District Administration program. 

REF : California School Accounting Manual. 

31. Q: Where would one report costs for secondary teachers? 

A: The costs for secondary teachers would be reported on the 
J-380 under the Regular Education (EDP 110) line. 

REF : California School Accounting Manual. 

32. Q: Where does an LEA account for the state school building loan 

repayment? 

A: Beginning with the 1988-89 fiscal year, this repayment is 
reported in the Tax Override Fund and, therefore, is no 
longer reported on the J-350. 

REF : California School Accounting Manual. 

33. Q: To which program is postage cost a direct cost? 

A: Postage should normally be charged to the District 

Administration program. This cost will be distributed back 
to all programs as part of the indirect cost rate 
allocation. 

REF : Program Cost Accounting Subcommittee. 
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34. Q: To which program are the expenditures charged for 
transporting ROC/P students from school to school? 



A: The transportation of ROC/P students from school to school 
is considered as "other miles," per the J-141. "Other 
miles" are accumulated in the Transportation program and 
subsequently charged as a direct support cost to the ROC/P 
program using the 7300 account code to transfer the 
expenditures from the Transportation program to the ROC/P 
program. These costs must still be reported on the J-141. 

REF: Program Cost Accounting Subcommittee and J-141 form. 

35. Q: If custodians are provided additional overtime to clean the 

facilities used by the community, can this be a direct 
charge to Community Services? 

As If the custodian is paid overtime for providing these 
services, then the cost can be a direct charge to the 
Community Services program, if the custodian is paid his or 
her regular salary, ther the cost must be a direct cost to 
the Operations program and may be distributed to the 
Community Services program based on the CU method. 

REF: Program Cost Accounting Subcommittee. 

36. Q: Our district has hired two accountants, one who works for 

the special education director and one who works for the 
special projects director, can these accountants be charged 
as a documented direct support cost to special education and 
a direct cost to the special Project Administration program? 

A: Normally, accountants are charged to the District 

Administration program as a direct cost. However, there are 
circumstances in which they can be charged as a direct cost 
to other programs. The general criteria for making this 
determination are as follows: there are set: functions and 
services that a business office provides to all programs in 
the school district? if the individuals in question provide 
these same services as the business office, then their 
salaries and associated costs must be charged as a direct 
cost to the District Administration program. If, however, 
the accountants provide supplemental services above the 
lavel provided by the business office or they provide 
services normally required of program managers, then their 
salaries and associated costs may be charged to the specific 
program; if this situation occurred, then tne one accountant 
would be direct cost to the Instructional Administration 
program, and one would be a direct cost to the Special 
Projects Administration program. The accountant charged to 
the Instructional Administration program could then be 
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distributed as a documented direct support cost to special 
education. > 

Program Cost Accounting Subcommittee. 

If the PTA pays the school district to provide field trips 
for certain grade levels, to which program is this a direct 
cost? 

All transportation costs are accumulated in the 
Transportation program. Then the costs of field trips are 
charged as a direct cost to the user program using the 5700 
account code to transfer the expenditures from the 
Transportation program to the user program. These ccsts 
must still be reported on the J-141. In the case cited 
here, the user program would be an Instructional program. 

California School Accounting Manual. 

Our district rents portables with mitigation fees. How do 
we account for the portables? 

If the mitigation fees are SB 201 funds, the expenditures 
from these revenues must be reported in the Capital Projects 
Fund, not the General Fund. If the mitigation fees are not 
SB 201 funds and are deposited in the General Fund, then the 
cost of the portables is charged to the Facilities - Rents 
and Leases program. If the portables are rented and are not 
a lease-purchase, the rental expenditures will be 
distributed as an allocated direct support cost via the CU 
method . 

California School Accounting Manual. 

Is a district-funded Saturday Honors program the same as the 
Gifted and Talented program on the J-380? 

In order to be reported as a Gifted and Talented program on 
the J-380, the Saturday Honors program must be operated in 
accordance with Education Code Section 52202. 

California School Accounting Manual. 

To which program would you record data processing costs 
associated with report cards, scheduling and test scores? 
How do you allocate these costs between the Regular 
Education program and the Special Education program? 

The data processing costs associated with these activities 
would be initially charged as direct costs to the 
Centralized Data Processing program. The cost for report 
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cards and scheduling would then be documented back to the 
Regular Education program. The cost for scoring of tests 
would be documented back tc the Pupil Services program. The 
costs would be documented based, on CPU time. No cost for 
report cards or scheduling would be charged to special 
education. 

REF: California School Accounting Manual. 

Q: How would a school district account for the expense of the 
services of the county office of education business person? 

A: The school district would account for this expense under the! 
District Administration program, account number 5800. 

REF: California School Accounting Manual. 

Q: Are dedicated phone lines installed for the operation of 

computers to be a charge to the Plant Operations program or 
the Data Processing program? 

A: Normally, telephone costs are charged to the Plant 

Operations program and are distributed back to user programs 
based on the CU allocation method. However, if there are 
dedicated phone lines installed exclusively for operating 
the computers and transmitting data to user agencies, then 
that cost shall be a direct cost to the Data Processing 
program. This is the one exception to the recording of 
telephone expenses in the Plant Operations program. 

REF: Program Cost Accounting Subcommittee. 

Q: Our county office of education has u food services program 
but serves oily special education students, since the 
county office has no general fund to pay for the food 
services costs, can these costs be reported as a support 
cost to the special Education program? 

A: No. The costs may not be reported as a support cost to the 
Special Education program unless the Food Services program 
is operated exclusively to satisfy educational requirements 
found in the student's IEP. A normal cafeteria/food 
services operation would be reported as an auxiliary 
program. The costs are not distributed back to any user 
program . 

REF: California School Accounting Manual. 

Q: In our school district, the cafeteria program is required to 
pay for fringe benefits of retired personnel who worked in 
the Food Services program. Are these costs to be charged to 
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the auxiliary program, entitled "Retiree Benefits," or to 
the Food Services program? 

All benefits paid on behalf of retired persons are to be 
recorded as a direct cost to the auxiliary program entitled, 
"Retiree Benefits." These costs are not distributed back to 
any user program. 

California School Accounting Manual. 

If an Independent Study program is operated within a 
continuation education school or any other designated 
instructional program, is the independent study to be 
reported as part of that program or as part of the 
Independent study program on the J-380/J-580/J-780? 

Independent study must be part of an independent study 
center in order to be reported to the Independent Study 
progran- line on the J-380/J-580/J-780. Independent Study 
programs conducted within continuation education schools or 
other instructional programs are reported as part of the 
appropriate instructional program. 

Program Cost Accounting Subcommittee. 

Are Community Schools Type C students educated by county 
offices of education to be reported under the Juvenile Hall 
program? 

No. These students are to be reported under the Community 
Schools program. 

California School Accounting Manual. 

If an LEA operates a program on behalf of another agency and 
the costs of operation exceed the revenues, where are the 
excess costs reported? 

If the LEA has unfunded costs in operating a program, those 
costs are reportod as part of the Nonagency program. The 
LEA is to report the total cost of operating the program for 
the other agency regardless of the reimbursement rate. 

Program Cost Accounting Subcommittee. 

To which program does one report expenditures from lottery 
revenues? 

Expenditures from lottery revenues are not maintained in a 
separate program. These costs are to be reported in the 
program to which thpy are a direct cost. 
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REF : Program Cost Accounting Subcommittee. 



49. Q: To which program do you charge the cost of a substitute 

teacher who was hired so that the regular teacher can be 
given release time for negotiations? 

A: The substitute salary expense should be charged to objec 
1100 and to the ap.ropriate instructional program of the 
regular teacher. 

REF : Program Cost Acer ng Subcommittee. 

50. Q: To which program do you charge campus aides who provide 

security for the campus? 

A: If the campus aides are hired to provide security for the 
campus, the costs for these services are charged to the 
Plant Operations program. 

REF: California School Accounting Manual. 

51. Q: To which program does an LEA charge the costs of maintenance 

and repair of motor pool vehicles? 

A: If the motor pool vehicles are used for purposes other than 
student transportation and are not specifically identifiable 
to an individual program, they are charged to the District 
Administration program and distributed as part of the 
indirect rsost allocation. If a motor pool vehicle is 
purchased by a specific program and used only by that 
program, then the repair and maintenance costs would be 
charged to that specific program. 

REF: Program Cost Accounting Subcommittee. 

52. Q: our district has a teaching principal who also performs the 

duties of the district superintendent and is paid based on a 
contract negotiated by the individual and the board. The 
individual teaches , as requested by staff members, but has 
no permanent teaching role. How is the direct cost 
determined for the various programs? 

A: In this situation, since the amount for the time spent as a 
teacher and as a principal are commingled under one contract 
amount, then the distribution should be as follows: 

The individual is to document his/her time. The 
percent of time that is spent teaching should be 
recorded to the Instructional program; the balance may 
be allocated to the District Administration program and 

A-14 Rev. 4/89 



erJc i^y 




the School Administration program, based on a 30%/70% 
split. The register will suffice as the documentation 
for the instructional time. If the individual has 
documented his/h^r time accurately to the District 
Administration program and the School Administration 
program, these percents may be used in lieu of the 
standard 30%/70%. 



REF: Program Cost Accounting Subcommittee. 

53. Q: To which program should typewriters and maintenance of 
typewriters be considered a direct cost? 

A: Typewriters are a direct cost to the program that owns or 
uses the typewriters. In all cases, maintenance of 
equipment follows the equipment and is charged to the same 
program to which the equipment is charged. 




REF: California School Accounting Manual. 

54. Q: Which programs are charged for the direct cost of a nurse 
that is funded in part by a special project and funded in 
part by the General Fund? 

A: In column la of the J-380/J-580/J-780, the portion of the 
nurse's time that is funded by the special project is 
reported in column la of the special project as a 
donor-authorized cost. The balance of the cost of the nurse 
is charged to the Pupil Services program. The nurse's cost 
that has been charged in column la to the special project 
will then be transferred in column 2 from the special 
project to the Pupil Services program. In column 3, the 
entire cost for the nurse will be a direct cost to the Pupil 
Services program. The district may then distribute the 
Pupil Services program cost either as a documented direct 
support cost back to the special project or as an allocated 
direct- support cost using the FTE allocation method. 



REF: California School Accounting Manual. 

55. Q: If employee benefits are accumulated in a holding program, 
how are they distributed back to the appropriate individual 
programs? 

A: The employee benefit cost must follow the employee and, 
therefore, must be charged to the program to which the 
employee is charged. These costs will have to be 
distributed from the holding program to the program to which 
the employee was charged on an individual basis. 



# 



REF: California School Accounting Manual. 
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56. Q: To which program do we charge the administrator of the gate 
program? 

A: The costs associated with an administrator of the GATE 
program should be charged to the Instructional 
Administration program, because the GATE program is 
considered part of the General Education program area rather 
than a special project. The costs for the administrator may 
be distributed back to the GATE program as either documented 
direct support costs or as allocated direct support costs. 
If the allocated direct support cost method is used, the 
costs for the GATE administrator would be distributed back 
to all instructional programs using the FTE allocation 
method . 



REF : California School Accounting Manuai . 



57. Q: Why aren't bus tickets for home to school tra. sportation a 
direct cost to rop? 

A: Direct costs to ROP are instructional activities. Bus 

tickets are not an instructional activity; transportation is 
a support function to the ROP program. Tickets are a direct 
cost to the Transportation program and can subsequently be 
distributed as documented direct support costs to the ROP 
program, using object of expenditure 73XX. 



PJFT : California School Accounting Manual. 



58. Q: How are the costs of a principal/teacher distributed? 

A: The costs must initially be distributed as direct costs to 
both the Regular Education and the Schoo.l Administration 
programs. The documentation for the time spent teaching 
should agreo with the attendance registers. 

The program cost accounting system does not address 
documentation of direct costs. However, if the principal is 
a principal of a single program site and, therefore, chooses 
to document his/her time to a specific program, then the 
individual must document all of his/her time. If the 
principal has his/her time allocated, then there are no 
requirements to document any time for this individual. The 
program cost accounting system rules specify that if an 
individual in a support program is going to document his/her 
time as a documented direct support cost to a ific 
program, then the individual must document al 'her time. 

Please note that the register will suffice for 
documentation of the instructional time. 
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California School Accounting Manual. 

f 

our school district has a dormitory for high school students 
which is provided in lieu of transportation, under which 
program would we account for the costs? 

If the school district provides for board and lodging to 
pupils in lieu of providing for home-to-school 
transportation, the costs are charged to the Transportation 
program. 

Education Code Section 41850(B)(3). 

To which program are field trips and "other miles" a direct 
cost? 

Field trips are charged as direct costs to the user program. 
The charges for fiwld trips can be transferred to the 
various user programs from the transportation program by 
using account number 5700. Each LEA will still be required 
to account for its total transportation costs. Therefore, 
it is recommended that the initial costs be charged to the 
Transportation program, then transferred to the user 
programs prior to completion of column 1 of the J-380. 

"Other miles" are direct costs to the Transportation program 
and should be distributed as a documented direct support 
cost to the programs incurring the "other miles." 

Program C ost Accounting Subcommittee. 
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B. Distribution of Dir ect Support Coats - General 

Q: Can a combination of documented and allocated direct support 
cost methods be used for distribution of Transportation 
costs? 

A: Yes. The documented method may be used for specific use 
buses and "other miles." All "other costs" have to be 
allocated. 

REF: California School Accounting Manual. 

Q: We have a total of 300 special day class students who are 
being transported; 150 are being transported exclusively on 
a special bus; 150 are being transported with regular day 
class students. How do we distribute these costs? 

A: You would document all the costs for the bus that is 

transporting only special education students. Then subtract 
those costs from your total Transportation program costs. 
The residual in Transportation is going to be allocated co 
all user programs based on the Pupils Transported method. 

REF: California School Accounting Manual. 

Q: For Instructional Administration , can only the allocated 
method be used? 

A: For Instructional Administration, you may use the Allocated 
and/or Documented Direct Support Cost methods. 

REF : California School Accounting Manual. 

Q: Are you limited to using only one distribution method per 
program? 

A: You may use a combination of the Documented and/or Allocated 
Direct Support Cost methods for each support services 
program, unless that support service program prohibits the 
documented method. 

REF: California School Accounting Manual. 

Q: Once you have chosen either the Documented or Allocated 
Direct Support Cost method, can you, in subsequent years, 
change that decision? 

A: Yes. You can choose to document in one year and allocate 
the next year or vice versa. 

REF : California School Accounting Manual. 
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Q: Can we us* the Allocated Direct Support Cost method in lieu 
of the Documented Direct Support cost method? 



A: Yes, for all activities except special education assessment 
activities which must be documented. 



In most cases, the Allocated Direct Support Cost method 
should be used unless you determine that the use of this 
method distorts the reporting of expenditures from support 
activities. 



REF: California School Accounting Manual. 



7. Q: How does an LEA report support costs for the ROC/F program? 

A: If the LEA operates the ROC/P program, direct support and 
indirect support costs will be distributed to the ROC/P 
program based on the prescribed documented or allocated 
methods, if the LEA does not operate the ROC/P program, but 
does provide support activities to this program, then the 
direct support and indirect costs will be distributed to the 
Nonagency Activities program based on the prescribed 
methods . 



REF J California School Accounting Manual. 



8. Q: How does one distribute support costs for clerical and 
coordinative services to the GATE program? 

A: Costs for the coordinator of the GATE program and related 
clerical support are initially a direct cost to the 
Instructional Administration program. Costs of the 
Instructional Administration program may be distributed as 
either a documented or allocated direct support cost. If 
the costs are distributed as an allocated direct support 
cost, the FTE Teacher's Method must be used. Therefore, in 
order to allocate thtse administrative costs to the GATE 
program, an FTE teacher value must be assigned to the GATE 
program. If there are no FTE teachers in the GATE program, 
no administrative costs can be allocated to this program. 
However, the coordinative and support costs may be 
documented to the GATE program. 



REF: California School Accounting Manual. 



9. Q: If certain programs, such as Mentor Teacher and/or Classroom 
Teacher Instructional Improvement programs (CTIIP) , are not 
administered by the director of special projects, but are 
administered by another administrator such as the director 
of instruction, are those costs reported under Special 
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Projects Administration? How are the costs distributed back 
to the Special Projects as direct support costs? * 

hi In addressing the first question, if the individual is 
employed as a director of instruction and not as a 
combination director of instruction/director of special 
projects, then that individual's costs would be a direct 
cost to the Instructional Administration program. No cost 
would be charged to the Special Projects Administration 
program. For question t* T o, if the district wants to 
distribute some of the director of instruction's costs to 
the CTIIP and Mentor Teacher programs, then the director of 
instruction must document all of his/her time. Based on 
this documentation, part of vhe cost can be distributed as a 
documented direct support cost to the Mentor Teacher program 
and the CTIIP program as well as to the other programs 
he/she supervises. 

REF : California School Accounting Manual. 
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Documented Direct Support Cost Method 



What is considered a document for the purposes of 
documentation of an employee's time when using the 
documented direct support cost method for distribution of 
those costs? 

The form of the document has not been specifically defined 
by the State Department of Education. It is a record that 
contains the following kinds of information: 

1. The employee's name 

2. The employee's social security number 

3. The dates the employee worked 

4. The time spent by the employee on each 
activity 

5. The signature and date of the employee who is 
certifying the actual time spent on those 
activities 

6. The signature and date of the employee's 
supervisor certifying that he/she agrees that 
the employee did spend his/her time 
accordingly 

The above are elements of information that must be in the 
document that will be retained by the school district or 
county office of education. In the California School Accounting 
Manual, the State has provided you with a sample of such a 
document for both the employee who is doing assessment 
activities and the employee who is doing nonassessment 
activities. 

If you look at the information contained in the samples, you 
will note that it contains all of those elements that have 
been listed above. The State has not required a standard 
form because in discussing this issue with school districts 
and county offices of education, many would like to put 
additional information on this form to be used for 
management purposes. Therefore, the elements enumerated 
above are minimum requirements. 

This is a summary document, which must be backed up by what 
we call "contemporaneous records." A contemporaneous record 
can be an employee's calendar. An example of what an 
acceptable calendar might look like is provided in 
Attachment F, 

Contemporaneous records might also be minutes of meetings 
which show the date of the meeting, the time of the meeting, 
and who was present. It could be a notice of in-service 
activities which shows the people who attended that 
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in-service activity. It is any detailed record that is 
going to document specifically where the person was, at what 
times, on what day, and what activities were being 
performed* 



REF: California School Accounting Manual. 

2. Q: What art the documentation requirements for nonpersonnel 
costs? 



A: The documentation for nonpersonnel costs could be a purchase 
order, a warrant, a contract, a warehouse requisition for 
transmitting supplies from the warehouse to the various 
programs, etc. These types of information would be 
available within the school district or county office of 
education to substantiate the purchases charged to each 
program. 



REF: California School Accounting Manual. 



3. Q: If only the summary activity worksheet is to be submitted to 
the business office and if the auditor chooses an employee 
to audit, how do you obtain the detailed contemporaneous 
records? 



A: Contemporaneous records must be retained by the school 
district or county office of education for a minimum of 
three years to meet audit requirements. 

These records can be retained, however, by the employees 
and/ or their supervisor. Each school district and county 
office of education must determine where the contemporaneous 
records are to be kept. 

REF: California School Accounting Manual. 

4. Q: in earlier workshops the presenters indicate that you must 
document products or services. Does that mean that we are 
progressing from a specific item of documentation to an 
entire program? 

A: We are not progressing towards documentation of an entire 
program. We have been unable to clearly define "an item." 
Therefore, we thought we would attempt to describe an item 
as a product or service. 

What we mean by "item" is, for example, a person. If you 
are going to document the time a director of curriculum 
gives to special education, you have to document the 
director's whole salary. You may not document only the 
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portion of the director's time that is spent on special 
education. 



REF : California School Accounting Manual. 

Q: Would one use a time sheet or some other similar record to 
document 100% of a person's time to special education? 

A: If costs are going to be documented, a contemporaneous 

record must support those costs, even if the costs are 100% 
in support of only one program. However, on the Employee 
Activity Worksheet only a certification by the employee thac 
he/she has spent 100% of his/her time on a specific program 
is required. 

REF: California School Accounting Manual. 

q: on the sample Employee Activity Worksheet, if a person is 
working in support of only one program, would all that is 
required be a short description of work performed and a 
signature? is no other documentation required? 

A: Contemporaneous records would also be required to 

substantiate any employee activity worksheet. This may be 
the job description indicating what the individual's 
responsibilities are and a calendar that will reflect, in 
general, the activities of the day. 

REF : California School Accounting Manual. 

Q: Can the sample Employee Activity worksheet be used for an 
employee having more than one position? 

A: The sample was designed for an employee with one position. 
However, you can modify it to allow the individual to fill 
in his/her work activities for multiple positions. 

REF : California School Accounting Manual. 

Q: Xf you document a principal's time, is the concept that the 
principal would not exist if that program did not exist? 

A: in order to document a principal's time, there can be only 
one program at that site. Therefore, if that program was 
not there, the principal would not be there. 

REF : California School Accounting Manual. 

Q: If you have a principal who is in charge of a site that has 
continuation education, ROP, and independent study, can you 
document his/her time to those programs? 
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A: No, you cannot document the principal's time to those 

programs. That person's salary has to be allocated as part 
cJ the total School Administration program to all user 
programs. The only time you may document a principal's time 
is when there is only one program at that site. 



REF: California School Accounting Manual. 



10. Q: Do you have to document a person* s cost if he/she is working 

in support of more than one procrram? 

A: The only costs which are required to be documented are costs 
of personnel performing assessment activities. All other 
costs may be allocated. 

REF: California School Accounting Manual. 

11. Q: If there is a pool of personnel who serve special education , 

pregnant minor ; and state hospitals, can you document their 
costs / or do the costs have to be allocated? 

A: You can document their time, but you have to document their 
time to each program. If you document a person's time, 
other than assessment personnel, you have to document all 
the person's time, not just part of his/her time. 

REF: California School Accounting Manual. 

12. Q: If you document a person *s time, do you document just the 

first eight hours of person* s time or all of his/her time? 

A: It depends on whether the person is devoting 100% to one 
program or whether you are splitting the employee's salary 
between two or more programs* 

If a person is devoting 100% to one program, merely document 
his/her entire time to that program, regardless of the hours 
worked . 

If the person is split among several programs, then keep 
track of the total hours the employee works, whether, for 
example, it is six, eight or ten hours. Then, find out what 
percent each program's hours are to the total hours wcrked 
and distribute the costs based on these percentages. 

REF: California School Accounting Manual. 

13. Q: There has been some discussion previously about a date being 

designated to make an FTE count. Is there a date? 
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You may want to use December 1 and April 1 because you are 
already using these dates to collect FTE information for 
special education. However, any dates are acceptable as 
long as ail changes made through the second semester are 
incorporated. 

California School Accounting Manual. 

Can you document transportation costs? 

The only time that transportation costs can be documented is 
for a specific use bus or for other than home-to-school 
miles. 

Calif orni * School Accounting Manual. 

Why would anyone need to document his/her time if he/she 
spends 100% on one program? 

AB 2557 requires that you allocate all support services 
program costs unless you document. 

Documenting requires you to have some sort of auditable 
records showing how you spent your time, even though it is 
100% in one program. 

California School Accounting Manual. 

For what types of employees might documentation of time be 
considered appropriate? 

Directors of special education might be individuals who 
would have their time documented. They are part of the 
Instructional Administration progr-m. Their time would be 
distributed to all programs using Instructional 
Administration services based on the FTE allocation method, 
unless you document. You would probably want to document 
the costs for the special education director and his/her 
support staff because the director really serves only 
special education, not all programs in the school district 
or the county office of education. 

California School Accounting Manual. 

Can instructional media costs be documented? 

No. 

California School Aca unting Manual. 



C-5 



Rev. 4/89 



18. Q: How would you provide for a direct support, charge to rop for 

the personnel costs of those employees who buy bus tickets 
if the personnel are charged as direct costs to the 
Transportation program? 

A: You cannot document these personnel costs of employees as a 
direct support cost to ROP because they are part of the 
Transportation program and have to be allocated to all user 
programs . 

REF: California School Accounting Manual. 

19. Q: If you have a bus that has a combination of special 

education and regular education students, can you document 
the costs? 

A: If you have a bus that transports students who are in more 
than one program, you cannot document any costs. You must 
allocate based on the Pupils Transported luethod. 

REF: California School Accounting Manual 

20. Q: For ROP transportation costs that are not home-to-school 

costs , how would you report them? 

A: These costs are "other miles" and would be documented to the 
ROP program. 

REF: California School Accounting Manual 

21. Q: Which direct costs of the Facilities program can be 

documented back to specific user programs? 

A: Of the allowed direct costs, the only ones that can be 

distributed back to user programs are the costs for leasing 
and/or renting facilities. Generally, lease or rental costs 
may not be documented to user programs except under the 
following condition: 

If the educational agency rents or leases the facility 
on a site on which no agency owned facilities are 
located and they are required to locate appropriate 
sites by the state or federal government in order to 
meet programmatic requirements. 

It is assumed that these costs are an agency cost of doing 
business and, therefore, are to be allocated back to all 
Instructional, Special Projects and Auxiliary programs 
operated by the LEA. 

REF : California School Accounting Manual 
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For other than home-to-school miles, ere transportation 
costs to be documented using a fixed rate per mile plus paid 
driver layover time? How do you determine the fixed rate 
per mile? 

The California School Accounting Manual does not give guidelines on 
the determination of the fixed rate per mile. It is up to 
each district to determine this rate. The prior year's 
J-141 rate could be used if it closely approximates the 
current year's rate, or the current year's estimated J-141 
rate per mile could be used. An exact rate per mile from 
the J-141 for the current year is not required to be used. 
However, any rate established should approximate the rate 
calculated at the end of the year. 

Californ ! a School Accounting Manual. 

The California School Accounting Manual indicates that salaries of 
perscnnel working in two or more programs should be prorated 
to those programs on the basis of time spent. Does thi" 
mean that the individual has to document his/her time? If 
so, must the documentation be on the ba^is of actual time, 
or can an historical analysis of the time be used in lieu of 
actual time? 

First, the California School Accounting Manual refers only to the 
documentation of salaries of support personnel to user 
programs. The California School Accounting Manual is silent on the 
requirements for documentation of direct costs to programs. 
As of this date, documentation of direct costs to programs 
has not been addressed by the Program Cost Accounting 
Subcommittee. However, if a person's salary will be 
distributed as a documented direct support cost to user 
programs, the time must be documented. The actual time 
spent must be documented; you may not use an historical 
analysis of time spent. 

California School Accounting Manual. 

If an LEA has a job cost system, can the system be 
considered the ba»is for the Documented Direct Cost method? 

In order to document costs, the costs must be recorded on a 
time accounting basis. If your job cost system employs a 
time accounting basis for the distribution of costs, it 
could be used to document costs when the support program 
allows for documentation of costs. However, most job cost 
systems are used for the allocation of maintenance and 
operations costs. Under the J-380/J-580/J-780 
methodologies, Plant Maintenance and Plant Operations costs 
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may not be documented to any program except under limited 
circumstances for county offices of education; they must be 
allocated. 

REF : California School Accounting Manual. 

25. Q: How does one distribute costs for data processing services? 

A: Generally, costs for data processing services are to be 
documented to the user program. If you are unable to 
document, the costs are to remain as residual costs in the 
Data Processing program and, therefore, will become part of 
the indirect cost distribution. If the costs are documented 
from the Data Processing program, they must be documented, 
based on CPU time for each user program. The exception to 
the CPU time is for research and development costs, which 
may be documented back to user programs on a time and 
materials basis. 

REF: Program Cost Accounting Subcommittee. 

26. Q: Are there circumstances under which the Food Services 

program can be documented to the Special Education program? 

A: A portion of the Food Services program may be documented to 
the Special Education, Special Day Class program if the 
child's IEP indicates that as part of the curriculum it is 
necessary for the child to be taught to prepare, serve, 
and/or eat the food. 

REF: Program Cost Accounting Subcommittee. 

27. Q: What type of backup data will auditors be looking for to 

substantiate the distribution of salary and fringe costs to 
more than one program as a direct cost? 

A: The Program Cost Accounting System does not address the 
documentation of uirect costs to programs. There is a 
requirement to document the costs from support services 
programs that are going to be distributed as direct support 
services costs to a specific instructional program. 
However, it is recommended that your LEA determine, as 
accurately as possible, the amount of time that is spent in 
each program. It is further suggested that the individuals 
keep time sheets for a certain period of time to validate 
these percentages that have been assigned to each program. 

REF : Program Cost Accounting Subcommittee. 
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D. Assessment Activities 



Q: if the school district does not want to document pupil 
services activities, can it allocate all of the costs? 

A: Yes, except for assessment activities. 

There was considerable discussion with many different groups 
on assessment activities. Our choices were that we could 
allocate pupil services costs to all programs or document 
some costs to specific programs. If costs are allocated 
only, you will decrease your support to special education 
because a majority of pupil services personnel spend much of 
their time, if not all of their time, on special education 
activities. With new funding formulas being developed for 
special education, it is important to accurately identify 
all appropriate costs of special education. 

REF : California School Accounting Manual. 

Q: If individuals work eight hours a day just doing 
assessments, do they need to document theii time? 

A: Yes. 

REF : California School Accounting Manual. 

Q: For those personnel who are documenting assessment 

activities, does the balance of their time have to be 
documented or can that time be allocated? 

A: Because assessment activities are the only activities that 
are required to be documented, we have said that for 
assessment personnel only, the balance of their time may be 
allocated. 

However, we recommend that you closely review the balance of 
the activities of the assessment personnel that you want to 
allocate. The reason for this is that, in many cases, you 
will find that the balance of the time spent by assessment 
personnel is really spent on some sort of special education 
activity. Therefore, you may wish to document these 
activities, not allocate. If you allocate the balance of 
this time, it will be allocated proportionately to every 
user program. 

REF: California School Accounting Manual. 

Q: Do documented assessment activities include the cost for 
supplies, clerical personnel, etc? 
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A: All costs for assessment activities will be documented to 
the Assessment program. However, only pupil services 
personnel must document their time. From this 
documentation, a ratio of time spent in the Assessment 
Activities program to total time worked is established. 
This same ratio can then be used to distribute all costs for 
clerical support and supplies purchased by the pupil 
services personnel to the Assessment Activities program. 
You are not required to document separately clerical support 
and/or supplies unless you wish those costs to be 
distributed to specific user programs in a manner different 
from the ratio established through the documentation of the 
pupil services personnel. 



REF : California School Accounting Manual. 

5. Q: our school district conducts informal assessment activities 
between annual assessments, such as routine records checks , 
classroom observations , etc. Are these considered 
assessment costs or are they other special education 
activities costs? 



A: Those informal activities are not considered assessment 

costs. Special education assessment activities begin when 
the parent signs the written referral and end with the IEP 
team meeting. These costs are probably associated with the 
implementation of the IEP and, therefore, should be a charge 
to the program that is conducting the follow-up activities. 
For example, if these activities are being conducted by the 
psychologist, the costs would be charged to the Pupil 
Ser/ices program as a direct cost and then can either be 
documented to the Special Education programs or allocated to 
all programs operated by the school district. 



REF : California School Accounting Manual. 



6. Q: Do LEAs have to document assessment costs between severe and 
nonsevere categories? 

A: Assessment activities do not have to be documented between 
severe and nonsevere categories. Only the costs for 
operation of the instructional programs will be documented 
between severe and nonsevere. 



REF: Program Cost Accounting Subcommittee and Special Education Task Force. 

7. Q: A psychologist is reported as a DIS unit. Is that time also 
to be reported as a documented assessment cost to special 
education? 
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A: If the psychologist performs services as enumerated in 

Education Code Section 56363, then the costs are reported as 
direct costs to the DIS program. They are not considered to 
be a special education assessment cost. 

REF: California School Accounting Manual. 

Q: Do we have to document assessment time to the nearest 
15-minute increments? 

A: You must summarize activities to the nearest 15-minute 

interval. For example, if you attend a meeting and it lasts 
an hour and 15 minutes, then document the meeting time as 1 
(one) hour and 15 minutes. 

REF: California School Accounting Manual. 
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E. Allocated Direct Support Coat Method 

Q: If you do not choose to document an assistant, superintendent 
to both the Instructional Administration and District 
Administration programs, must you use 50%-50% for allocating 
those costs to these two programs? Is the 5v%-50% split set 
in concrete? 

A: If the person has job responsibilities in both programs, you 
must allocate 50% to District Administration and 50% to 
Instructional Administration. However, you may use a 
different percentage if you document the costs. The 50%-50% 
split merely allows you to allocate costs to work programs 
without having to complete the documentation process. If 
the assistant superintendent has only district 
administrative responsibilities, then the costs should be 
charged to the District Administration program. 

REF : California School Accounting Manual. 

Q: If we choose the allocation method, can we allocate only to 
specific programs? 

A: If you choose the allocation method, you must allocate to 
all programs that use the Support Service program. 

For example, within the Pupil Services program, there may be 
an individual position that certain programs do not use. 
Even so, with the allocation method, you must consider the 
whole Pupil Services program, not specific individuals. All 
costs for the Pupil Services program must be allocated to 
all user programs. 

If there are certain program j that do not use any pupil 
services activities, you exclude those programs before you 
allocate the costs. 

REF : California School Accounting Manual. 

Q: If some students riding on a 91-passenger bus are in special 
day classes and some are in regular day classes, can you 
allocate the costs of the bus operations between the two 
programs? 

A*. Yes, as long as the special day class student's IEP has the 
requirement for transportation. 

REF: California School Accounting Manual. 

Q: Why are we converting district office space into classroom 
unJ ts? 
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A: The Classroom Units (CU) method is an allocation method, in 
order to allocate costs in an equitable manner, all 
appropriate spaces must be converted to a like unit of 
measure. The CU method is the like unit of measure. 

REP : California School Accounting Manual. 

Q: what if, in one year, the school district or county office 
of education has unused classrooms? Do we count those 
units? 

A: You will not count those classrooms. However, the costs for 
maintaining that space will be allocated proportionately to 
all the programs at that site. 

Let's use the table on page 6 of the attachment to the 
instructions for Worksheet 1 to the J-380 as an example. 
This table does not count common spaces such as restrooms 
and lounges. You do not count school site administrative 
spaces. Only spaces where programs are actually operating 
or district administrative spaces are counted. 

The total jpace counted in the table on page 6 is 68.3 3 
equivalent classroom units; 38.80 of those are for General 
Education programs; 38.80 over 68.33 will give you a 
percent. That percent of all Plant Maintenance and Plant 
Operations costs are going to be allocated to General 
Education. Therefore, you allocate all of your costs 
directly to Instructional, Special Projects and auxiliary 
programs, rather than first allocating Plant Maintenance and 
Plant Operations costs to School Administration and then 
reallocating those costs to the Instructional, Special 
Projects and Auxiliary programs. 

There are no allocations of cus to Support Services 
Programs . 

REF: California School Accounting Manual. 

Q: When you convert cafeterias/multipurpose rooms to cus do you 
include the kitchens? 

A: Yes. The CUs for the kitchen would be assigned to the Food 
Services program. Only the kitchen and serving areas are 
assigned to the Food Services program. The CUs for the rest 
of a multipurpose room would be assigned to the program or 
programs using the space on a regularly scheduled basis. 

REF: California School Accounting Manual. 
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Q: The hours of operation per classroom vary from classzoom to 
classroom. Is this important i. converting to cus? 



A: The number of hours each classroom operates is not important 
unless there is more than one program operating in that 
classroom. Then you use the hours thaw each program 
operates to the total hours that all programs operate in 
that classroom in order to convert to partial CUs. For 
example, a cafeteria/multipurpose room may be used part time 
for Food Services, part time for PE, and part time for 
Community Services. 

As noted in the previous question, only the serving area and 
the actual kitchen area of a cafeteria could be charged to 
the Food Services program. This cafeteria/multipurpose room 
area will be assigned to other programs if used by the other 
programs, based upon the hours of operation in each program 
to the total hours of normal operation at that school site. 




REF: California School Accounting Manual. 

8. Q: In converting district administrative space to CUs, do we 

divide by 2880 instead of 960? 

A: No. District administrative space as divided by 960 square 
feet. Other operational areas such as warehouses are 
divided by 2880 square feet. 

REF: California School Accounting Manual. 

9. Q: A county office of education has a large administration 

facility that has only special projects or services to 
school districts. They do not have educational programs. 
How do you convert the space? 

A: For this county office of education, you will convert the 
space into CUs for services to school districts, central 
administration space, and special projects space. 



REF : California School Accounting Manual. 

10. Q: If the county office of education or a school district is 

responsible for a program but contracts with another entity 
to provide the teachers, how do school districts or county 
offices of education calculate PTE's for those teachers, 
since they are not on their payroll? 

When you develop the FTE count, include teachers employed by 
you and the other entity if you have responsibility for the 
supervision of the teachers or if they use other support 
services. 
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REFs California School Accounting Manual. 

11. Q: In determining the classroom unite to be allocated to the 
Community Services program for use of facilities, does one 
use five days a week or seven days a week as the divisor for 
tho determination of the percent of time the Community 
Services program uses those facilities? 

A: In determining the classroom units to be assigned to any 

program, determine the number of hours used by that program 
during a ovven period of time as a percent of the total 
hours that space was used by all programs for the same 
period of time. In this particular example, if Community 
Services activities are conducted on weekends, determine the 
percentage based on the number of hours Community Services 
programs are conducted in that particular facility to the 
total number of hours that particular facility is used by 
all programs. 

REF : California School Accounting Manual. 

12,, Q: Row does one allocate support costs to the GATE and SIP 
programs if there are no teachers employed by these 
programs? 

As If there are no teachers employed in the GATE and/or SIP 
programs, then there can be no allocation of support costs 
to these programs when th«5 FTE method is required. AB 2557 
requires that only one method per support program be used 
for the distribution of support costs to user programs. The 
method most appropriate for the largest number of LLAs was 
selected, even though in some cases this method does not 
allow for the allocation of costs to all user programs. 

REFs California School Accounting Manual. 

13. Q: If a teacher is assigned to a different program mid-year, 

how do you assign the PTE value to each program? 

As If the teacher is assigned to more than one program during a 
fiscal year, you determine the percentage of time spent in 
each program and calculate the FTE, using this percentage. 
The FTE values will then be assigned to the programs in 
which the teacher taught. 

REF s California School Accounting Manual. 

14. Qs How do you assign CUs to the Transportation program if the 

LEA operates the Transportation program but conducts the 
operation in a facility tha» is owned by another LEA? 
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First, make a determination as to whether or not your > 
particular LEA t r * required to provide maintenance and 
operations support to that other LEA's facility. If your 
LEA is required to provide maintenance and operations 
support, then count that space along witli the space in your 
LEA for determining the CU values. This is very similar to 
the counting of teachers employed by another LEA if you 
provide support services to those teachers. If your LEA 
does not provide any maintenance and operations support to 
the other LEA facilities, then you would assign no CU values 
to your transportation program. 

California School Accounting Manual. 

in our high school, both Adult Education programs and 
Regular 9-12 programs use the same classroom space. 
However, the Adult Education programs do not use these 
classrooms on a regular basis. How do we allocate the 
cl -.ss room units between the two programs? 

The classroom units are to be allocated between the programs 
based on the number of hours that each program occupies the 
given space. The hours that Adult Education uses the space 
will need to be recorded in order to determine the space 
utilization. If the Adult Education program uses the space 
a specific number of hours per week or per month, the 
recording of hours can be done based on an average of this 
time period. Otherwise, you will need to record the hours 
over a longer period of time. 

If there is only occasional usage of facilities by Adult 
Education or any other program, the usage can be excluded 
from consideration when allocating classroom units. 

California School Accounting Manual. 

Which space is counted in determining equivalent CUs in a 
small one-school district? 

In a small one-school district or any other district, 
determine the amount of space that is occupied by the 
district administration. This space is then converted to 
CUs by dividing by 960 square feet. The space occupied by 
the school site administration staff is not considered space 
when determining CU values. Only actual classrooms are 
given CU values. If the same personnel are charged to both 
the School Administration and District Administration 
programs, the space may be allocated 70% to School 
Administration and 30% to District Administration. Only the 
space that has been allocated to District Administration 
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will be converted to equivalent CU's. For example, if the 
school district employed a person as a 

superintendent/principal, then the office space occupied by 
that person may be allocated 70% to the School 
Administration program and 30% to the District 
Administration program. In addition, all space occupied by 
the support staff, fiuch as the secretary or receptionist, 
can be allocated in the same manner as the 
superintendent/principal • s space . 

REF : California School Accounting Manual. 

17. Q: our GATE program has no PTEs, but the program does use the 

services of an AV technician. Row is this cost r! located to 
the OATE program? 

A: The GATE program is no longer considered a special project, 
but is considered to be part of the Instructional program. 
Therefore, there are no donor-authorized costs for the GATE 
program. In this particular case, the cost for the AV 
technician is a direct cost to the Instructional Media 
program, not the GATE program. The costs of the 
Instructional Media program are distributed to user programs 
based on the FTE allocation method. The Instructional Media 
program cannot be documented to user programs. Since the 
GATE program employs no teachers and, therefore, has no FTE 
count, then the cost for the services of the AV technician 
cannot be allocated to the GATE program. 

REF: California School Accounting Manual. 

18. Q: Does an LEA have the option of using either 960 square feet, 

2,680 square feet, or the actual square feet for converting 
space to classroom units? 

A: An LEA does not have the option of choosing which number to 
use for the conversion of space to classroom units. Any 
classroom at a school site that is between 800 and 1,100 
square feet must be considered 1 CU. For areas in a school 
site that are smaller than 800 square feet, larger than 
1,100 square teot, or for district administrative offices, 
the space must be converted to cus by using a divisor of 960 
square feet. Operational buildings such as the maintenance 
shop, warehouse, transportation facility, etc., generally 
require approximately 1/3 the amount of maintenance and 
upkeep services required for spaces used for student and 
other services. Such spaces should be divided by 2,880 
square feet (960 x 3) to establish cus. Operational 
buildings would generally not include partially enclosed 
spaces, such as sheds or patios. 
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REF: California School Accounting Manual. 

19. Q: Bow does one obtain data to develop the "factors excluded" 

for the various support service programs under the allocated 
direct support cost method? 

A: To obtain the information for the "factors excluded," hive 
the administrator of t" user program certify whether or not 
the support service prcqram provides any services to his/her 
program. It is also strongly recommended that if a user 
program administrator specifies that he/she does not use the 
services of a specific support program, then the support 
program administrator should confirm this information in 
writing. 

REF : California School Accounting Manual. 

20. Q: What number is used as the divisor to determine the 

appropriate CU value for a classroom shop ar*a? 

A: To convert space to the Classroom Units method (CU) , any 

classroom space which measures between 800 and 1,100 square 
feet will be assigned one CU value. For space that is 
either less then 800 square feet or greater than 1,100 
square feet, measure the space and divide by £60 square feet 
in order to convert to equivalent classroom units. 

REF: California School Accounting Manual. 

21. Q: If all or a majority of classrooms are 1,200 square feet, is 

it permissible to count each classroom as one CO? 

A: Each classroom that is between 800 and 1,100 square feet 
must be counted as one CU. Classrooms that are less than 
800 square feet or greater than 1,100 square feet must ' e 
converted into equivalent CUs by dividing the square feet by 
960 square feet. 

REF: California School Accounting Manual. 

22. Q: Are there guidelines as to when the count should be taken to 

determine the numbdi' of pupils transported under the Pupils 
Transported method? 

A: There are no such specific guidelines in the California School 
Accounting Manual. 

REF: Program Cost Accounting Subcommittee. 

23. Q: If a cai'eteria/multipurpose room is used exclusively by food 

services, should the entire CO be allocated to the Food 
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Services program even though that program uses the room for 
only 2 hours per day? 

A; Since the cafeteria/multipurpose room is considered a common 
area and no CUs will be assigned for this room. The Food 
Services program will be assigned the CUs for the kitchen 
and food service areas. 

REF : Program Cost Accounting Subcommittee. 

24. Q: Does an LEA count media centers, science rooms , computer 

labs, and so forth when determining the number cf CDs for 
each program? 

A: Media centers are part of the Instructional Media program 
and, therefore, are not counted when developing classroom 
units. Science and computer labs would be counted when 
developing classroom units, because these are areas of 
instruction for students. Generally, classroom units are 
not developed for support service programs, except for 
District Administration, Data Processing, Maintenance, 
Operations, and Transportation. 

REF : California School Accounting Manual. 

25. Q: On our sites, for some multiuser classroom areas, our 

district uses semipermanent partitions to separate the 
classrooms, would you prorate the classroom unit to both 
regular education and to a special project? 

A: Your district would need to determine the number of 
classrooms used by each program and to develop the 
equivalent classroom units for the areas in question. If a 
classroom is user* concurrently as a regular education 
classroom and as a special project classroom, then the 
entire classroom unit would be assigned to the regular 
education classroom, if the special project operates at 
different times *han the regular classroom, the CU would be 
prorated to both the regular education program and the 
special project based on the number of hours each program 
uses the classroom space to the total hours the classroom 
space is used. If the special project occupies a separately 
partitioned space, then convert each separate space to 
equivalent CUs. 

REF : California School Accounting Manual. 

26. Q: The California School Accounting Manual defines the Facilities 

program to include direct costs which are all costs of 
obtaining land and buildings through lease, rent, purchase, 
or lease with the option to purchase. The California School 
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Accounting Manual further states that all costs of leased or 
rented facilities shall be distributed back to user programs 
as a direct support charge. What about the lease with the 
option to purchase? Can these be distributed back to user 
programs? Also, can an LEA distribute the cost of 
construction of buildings back to user programs? 

A: The cost of leased or rented facilities shall be distributed 
back to user programs as a direct support charge. 
Generally* leased or rented facilities costs are considered 
an agency-wide cost of doing business and are, thus, shared 
equitably by all programs. These costs may not be 
documented, except under specific circumstances which have 
been identified in the California School Accounting Manual . 

The costs for construction of buildings or lease with option 
to purchase are direct costs to the Facilities program and 
are not distributed back to any user programs. This is 
similar to auxiliary programs in which those costs are also 
not distributed back to user programs. 



REF : California School Accounting Manual. 

27. Q: If an LEA allows its gyms or cafeteria/multipurpose rooms to 
be used occasionally by community groups, how do you 
allocate the CUs? 

A: If t\e LEA allows the gyms to be used only occasionally, not 
on any consistent basis, then you do not allocate any CUs to 
Community Services. If, on the other hand, the gyms or 
cafeteria/multipurpose rooms are used on a consistent basis 
by community groups, you would allocate a portion of the CU 
to the Community Services program. Determine the portion of 
CU that is to be allocated, based on the number of hours per 
day, week, or month that the community uses these areas to 
the total number of hours these areas are used during normal 
operating periods. 



REF: California School Accounting Manual. 

28. Q: our LEA has a special education teacher and an ECXA Chapter 
1 teacher who share a room concurrently. How do we allocate 
the CU to each of these programs? 

A: Since the ECIA teacher and the special education teacher 

share the room concurrently, the entire CU will be allocated 
to the Special Education program. No CUs would be allocated 
to the ECIA Chapter 1 program unless the teacher uses a room 
at times different from those used by the instructional 
program. 
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Q: How does one determine the PTE for a classified DIS person? 

A: The FTE for a classified DIS person is determined in a 
manner similar to that used for a certificated person. 
Determine the FTE by taking the actual hours worked 
providing DIS services and divide those hours by the hours 
required to be worked in a full-time position. 

REF : California School Accounting Manual. 

Q: Are adult education and child development teachers to be 
included in the total FTE pool used for allocation of 
support costs? 

A: The J-380 reports costs for the General Fund only. 

Therefore, you would include adult education and child 
development teacher FTEs only if the General Fund provided 
support to those programs and the cost for tnat support was 
not paid for by either the Adult Education Fund or the Child 
Development Fund. 

REF: California School Accounting Manual. 

Q: What is the advantage or disadvantage of including or 
excluding an FTE for a program? 

A: The FTEs for each program are determined so that support 

costs can be allocated zo that program. If an FTE value is 
not assigned to the program, then no support costs using the 
FTE allocation method will be allocated to that program. 

REF : California School Accounting Manual. 

Q: Can an individual generate more than one FTE? 

A: An individual can generate more than one FTE if the employee 
is performing additional services and/or hours of work on a 
regular basis. These additional services must be ones that 
would not be required of that employee and/or similar 
employees in the normal course of their job duties. They 
must be services performed in another job classifir ition. 
An example of this would be the FTE value in teachers for 
summer school programs. 

REF : California School Accounting Manual. 

Q: Our schoc district rents part of a closed site anu uses the 
other pare for storage of maintenance supplies. How are the 
CUs determined? 
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In this particular situation, since only a portion of the * 
site is rented, the only CU values would be based on the 
rented area. Measure the rented area and divide this area 
by 960 square feet. Then assign the CU to the Nonagency 
program. You would not count the maintenance storage area 
since only instructional classroom areas are counted at the 
school sice. Storage areas are considered common space 
areas. 

California School Accounting Manual. 

How does one calculate the FTE for summer school personnel? 

The FTE for summer school personnel should be calculated on 
the basis of the number of hours/ days that teachers teach in 
the summer school program divided by the number of 
hours/days that teachers are required to teach in the 
regular year program. 

California School Accounting Manual. 

If the Instructional Administration program provides 
in-service training to teachers and substitutes are hired 
for these teachers, to which program are the substitute 
costs to be considered a direct cost? 

The substitute cost is considered a direct cost to the 
program in which the teacher is normally assigned. The 
substitute cost is not to be charged to the Instructional 
Administration program. 

California School Accounting Manual. 

When determining the CUs for classrooms, do you divide each 
classroom to convert it to a CU or do you accumulate the 
square feet for all classrooms in the site and then divide 
to determine the equivalent CUs? 

You convert each classroom into an equivalent CU by dividing 
the square fejt of that classroom by 960 if the square feet 
are less then 800 square feet or greater than 1,100 square 
feet. If the classroom falls within the 800 to 1,100 square 
feet range, then you assign one CU to that classroom. 

California School Accounting Manual, 

Can School Administration program costs be allocated to the 
Food Services program? 
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A No. School administration costs can be allocated only on 
the basis of the FTE allocation method. Since the Food 
Services program has no full-time equivalent teachers, 
school administration costs cannot be allocated to this 
program. It is recognized that principals do supervise 
cafeteria workers. However, it has been determined that it 
is an ancillary function of the principal. The Education 
Code only allows LEAs to use one method for distributing 
costs back to user programs. It was felt that the FTE 
allocation method was the most appropriate method. 

REF! California School Accounting Manual and AB 2557, Chapter 115, Statutes of 1985. 

38. Q: Are locker rooms to be converted to CUs? 

A: Yes, locker rooms are converted to CU equivalents and are 
reported as part of the Regular Instructional program. 

REF : California School Accounting Manual. 

39. Q: How do you determine tae equivalent CU value for the area 

occupied by a superintendent/principal of a small school 
district? 

A; The area occupied by the superintendent/principal should be 
distributed on the basis of the same percentage distribution 
used for the determination of the direct costs to the School 
Administration and District Administration programs. An LEA 
has the choice of documenting time to determine the 
percentage allocation, or an LEA may choose to allocate 70% 
of the person's time to the School Administration program 
and 30% to the District Administration program. If this 
option is chosen, then 30% of the equivalent CU value would 
be allocated to the District Administration program, and 70% 
attributable to the School Administration program is left as 
a common space area. 

REF : California School Accounting Manual. 

40. Q: Why was the FTE method chosen for the distribution of school 

Administration and Instructional Administration program 
costs? There may be additional methods that could be used 
for this distribution, including using aides in the 
calculation. 

A: The revised program cost accounting procedures which are. now 
in effect specify that the cost of the School 
Administration program and the Instructional Administration 
program must be allocated to educational programs on the 
basis of the FTE allocation method. While the program cost 
standards were being developed by the Program Cost 
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Accounting Subcommittee, it was recognized that there were 
arguments for and against this decision. However, Education 
Code Section 56730.5 requires thct for each category of 
rapport costs, a single r>llocati( n method shall be employed. 
The single allocation me .od which seems most appropriate to 
use for School Administration is the FTE Allocation method. 
This method recognizes that the principal provides direct 
supervision of each school's certificated staff, it is 
normally the teacher who provides supervision for the 
school's classified aides. Therefore, it was concluded 
that this? was the most appropriate method to be used for 
distribution of the principal's costs. 

Prog;: 1*1 Cost Accounting Subcommittee. 

%'h& rowty office of education rents classroom space from a 
:<c«9*%*X district. A teachor is employed by the county office 
to ta*eh in that particular classroom. How is the teacher 
insXi&ded in the FTE count on the J-380/J-580/J-780? 

The teacher is included as an FTE on the J-580 by the county 
oi f ice because the county office is operating the program. 
This teacher may or may not receive an allocation for 
certain support services, depending on whether or not the 
teacher uses the services from the county office. The 
district may also include the FTE on its J-380 if the 
district provides support services to the teacher. Each 
agency is to report the FTE/CU if services are used by 
either the teacher or the classroom from either one of the 
agencies. It is understood that this results in double 
counting. 

Program Cost Accounting Subcommittee. 

What areas are to be counted when determining CUs for the 
Food Services program? 

The only area to be counted for CUs for the Food Services 
program is the actual area where the food is prepared and 
served. The area (usually the multipurpose room) during the 
time that the food is eaten by the students is to be 
considered a common area, the same as hallways, restrooms, 
etc., and is not to be counted in the determination of CUs 
for the Food Services program. 

Attachment to Instr .ctions for Worksheet #7 to J-380. 

If the community uses the ball fields or swimming pools, \oW 
does the LEA allocate maintenance and operations costs to 
the Community Services program? 
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A: Under the provisions of the program cost accounting system, 
there are no methods for allocating maintenance and 
operations costs to outside areas. Maintenance and 
operations costs are allocated on the basis of the CU 
Allocation method. However, if custodial overtime or extra 
time is required to provide for the upkeep of these areas, 
then that time plus other identified specific costs may be 
charged as a direct cost to the Community Services program. 

REF : California School Accounting Manual. 

44. Q: Our district has built kindergarten classrooms and is in the 

process of building primary classrooms that are in excess of 
1,400 square feet. These classrooms include shared teacher 
workrooms dedicated to each classroom* Each classroom is 
used solely by one PTE. can the classrooms be counted as 
one CU? 

A: Classrooms may only be counted as one CU if the total square 
feet of the classroom is between 800 and 1,100 square feet. 
If the square footage of the classroom is Jess than 800 
square feet or greater than 1,100 square feet, the classroom 
must be converted to equivalent CUs by dividing the actual 
square feet by 960. This is necessary to ensure that all 
CUs are reported using the same square footage basis. In 
this case, exclude the area for the teacher workroom, 
because this is a common area and not to be counted when 
developing CUs. 

REF i California School Accounting Manual. 

45. Q: if you are allocating costs to the nonagency program for the 

rental of a facility to a private school, would the CU be 
reported under the nonagency educational or the nonagency 
other? 

A: The CUs would be assigned to the nonagency educational 

program, because a private school is an educational agency. 

REF : California School Accounting Manual. 

46. Q: If a county office leases space for ROP/l programs, how 

would you distribute the cost of the rental? 

A: Generally, the cost of renting facilities is an agency-wide 
cost of doing business and shared equitably by all programs. 
An LEA which leases a classroom may charge the cost for 
renting a classroom directly to the program if it- can prove 
that the cost of the lease is necessary for programmatic 
purposes and is on a site on which no agency-owned 
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facilities are located. The LEA may have to substantiate 
that this action was necessary for programmatic purposes. < 



REF: California School Accounting Manual. 

Q: If an LEA leases classrooms to a variety of tenants and the 
LEA has different agreements for the responsibilities of the 
LEA for maintaining the classrooms/ how does this affect the 
development of cds for each of vhe various programs? For 
example/ agreements with tenants may be to pay for full 
operational services/ to pay for only utilities and no 
custodial services/ or to pay for no operation and 
maintenance services. 

A: Each LEA roust review the classroom usage and the agreements 
with tenants prior to developing the CUs for those 
classrooms. If a district provides no maintenance and 
operation services, the CU values should not be assigned for 
that particular classroom. The CUs should be entered on 
Worksheet 1 in the excluded column. On the other hand, if 
the LEA provides any maintenance and/or operation services 
to the tenant, then the classroom space would be counted 
when developing the CUs so that the costs will be 
distributed bach to the nonagency program. It is recognized 
that under the CJ Allocation method, all maintenance and 
operation costs will be distributed to the various programs, 
even if the programs do not utilize all the services. 
However, in order to make the guidelines consistent, it was 
necessary to specify that as long as a program uses any of 
the services within a Support Services program, then the CU, 
FTE values, etc. would be counted and would receive an 
allocation of all services provided by the Support Services 
program . 

REF: California School Accounting Manual. 

Q: Can one allocate direct support costs to another support 
Services program? 

A: Right now Centralized Data Processing is the only program 
that can be distributed as a direct support cost to a 
Support Services program. 

REF: Worksheet #4, Distribution of Direct Support Costs. 
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F* indirect costs 



1. Q: What is going to happen to indirect cost rates in the 
J-380/J-580/J-780 process? 

A: The State Dppartment of Education is not going to cap the 
indirect cost rate. There may be some very valid reasons 
for disparities in indirect cost rates among school 
districts c.id county offices of education. 

The State Department of Education is now defining the costs 
that are to be in the indirect cost rate calculation. As 
long as you have followed the guidelines and included only 
those items that are allowed as indirect costs, your rate 
will be accepted. However, there is no guarantee that the 
State Departi ait of Education will fund your specific 
indirect cost rate. 



REF : California School Accounting Manual. 



2. Q: will fcha costs of the District Administration program and/or 
County Administration program be allocated or documented? 

A: Neither. All those costs will be part of the indirect cost 
rate computation. 



REF : California School Accounting Manual. 



3. Q: May indirect costs be distributed to maintenance, 

operations, or district administration? 

A: The residual in maintenance and operations as well as the 
total amount for district administration are the amounts 
that are distributed as indirect costs to other programs. 
No indirect costs are distributed to these programs. 

REF: J-S80/J-580/J-7S0 Annual Program Cost Data Report. 

4. Q: Can the indirect unrestricted rate exceed 8 perce ? 

A: Yes. The unrestricted indirect cost rate shall be shown at 
whatever rate the formula computes. An LEA is no longer 
required to go back and force the indirect cost rate to a 
rate below 8 percent. 



REF : Program Cost Accounting Subcommittee. 



F-l 



Rev. 4/89 



ERIC 



♦1 b *J 



G. J-380/J-S80/J-780 Report 



Q: Will the floppy disks carry forward the totals from the 

detail worksheets to the actual J-380/J-580/J-780 reports? 

A: Yes. The intent is that all data will be on the floppy 
disks. Once you use the program on the floppy disks to 
calculate the detailed worksheets, the disks will produce 
your completed J-380/J-580/J-780 report. 

REF : State Department of Education. 

Q: Since the reporting lines for preformal, elementary , and 

secondary grade spans have bees combined/ is there any need 
to keep track of life spans? 

A: In terms of state reporting requirements, no. On the other 
hand, you may want to keep track of that information for 
local purposes. That would be at your discretion. 

REF: Program Cost Accounting Subcommittee. 

Q: For Special Projects, if the amounts reported in column la 
of the J-380/J-580/J-780 are to include all costs funded by 
the donor, would that include indirect costs? 

A: Yes. Include the amount of indirect costs that will be 
reimbursed by the donor. 

REF : California School Accounting Manual. 

Q: If the school district or county office of education has an 
ECIA grant for $100,000 and spends $110,000 on the program, 
how is the $110,000 accounted for in column la of the J — 
380/J-580/J-780? 

A: Under the ECIA program in column la, report only $100,000, 
since this is the amount funded by the donor. The 
additional $10,000 will be charged to another program in 
column la. Only donor authorized costs are reported in 
column la for Special Projects. 

To further explain this, assume that the ECIA grant allows 
for the funding of four aides but your Board has decided 
that it wants to fund five aides for that program, because 
there are five t :«chers and it wants one aide per teacher. 
Four aides are donor-authorized costs of ECIA and will be 
reported in column la as a cost to the ECIA program. The 
additional aide that the school district is funding will be 
reported in column la under the Regular Education program, 
and then moved to the ECIA program in column 2. 
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REF : California School Accounting Manual. 

5. Q: Does the format of column 2 moan that there are some costs 

in column la that ar« not direct costs? 

A; No, Column 2 shows there are costs charged to a program in 
column la that are not direct costs *.o the program but are 
Urect costs to another program. The costs were reported in 
column la because they were donor-authorized costs of the 
special project. 

REF : California School Accounting Manual. 

6. Q: on the J-380/J-580/J-780 for Special Projects, will we end 

up reporting total costs for each special Project in column 
8 equal to the costs reported in column 3La? 

A: Probably not. The first column will equal only costs funded 
by the donor. Column 8 will show direct, direct support and 
indirect costs that have been distributed to the special 
project, whether funded or unfunded. 

REF : California School Accounting Manual. 

7. Q: what is the purpose of column 2 of the J«380/J~580/J-78Q? 
A: Column 2 is used to transfer nondirect costs reported in 



column la to the program to which they are a direct cost in 
column 3. The types of adjustments that you make are: (1) 
for donor-authorized costs for special projects that have 
been funded by the project but which are a direct cost to 
another program, the costs are to be transferred from the 
special project to the appropriate direct cost program; and 
(2) for those direct costs to a special project that were 
not funded by the special project but were funded by the 
regular education program, the costs are to be transferred 
from regular education to the special project. 

The following are some examples to illustrate the purpose of 
column 2: 



(1) Your ECIA grant has funded $20,000 of a director of 
special project's salary. The $20,000 is reported in 
column la because it is a donor-authorized cost. 
Special Projects column la must equal expenditures as 
they are reported for the year-end financial report of 
each program. 

The special project director is not a direct cost to 
ECIA. The director is a direct cost to Special 
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Projects Administration. Therefore, transfer out of 
ECIA $20,000 and move it to Special Projects > 
Administration. 

2) You have a $100,000 SIP grant which funds four aides. 
There are five SIP teachers. Your Board has decided 
that it wants one aide per teacher and is willing to 
fund an extra aide to work solely with the SIP students 
in the SIP program. 

In column la, four aides are reported under the SIP 
program because they are funded by SIP. One aide is 
reported under Regular Education because the aide is 
funded by Regular Education. However, the aide is 
really a direct cost to SIP because the aide works only 
in the SIP program. 

Let's assur..e that the cost of the aide is $10,000. The 
$10,000 must be transferred from the Regular Education 
program to the SIP program. Column 2 is used to make 
this transfer. 

Column ? must zero out. The total amount you transfer . 
into programs must be equal to the total you transfer 
out of programs. 

California School Accounting Manual. 

Is it possible that districts may have figures readily 
available for column 3 and have to work back to column la 
figures? 

Yes. Some school districts and county offices of education 
accumulate costs so they can complete column 3 initially. 
Some accumulate costs so they can complete column la. 

California School Accounting Manual. 

If the school district knows what is to be reported in 
column 3 and column la, then is column 2 merely the computed 
difference? 

Yes. 

California School Accounting Manual. 

In computing worksheet #3, "Determination of Documented 
Direct Support Costs," is one sheet filled out for each 
person? 
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A: Each sheet is filled out for total program costs. For 
example, if you have more than one person in a support 
services program being documented to special education, you 
would list all of the individuals on worksheet #3. 

On Worksheet #3, the columns at the top read as follows: 
"Amount Documented to a Single Program," whic might be the 
supervisor of speech therapy who is documented strictly to 
DIS, and "Amount Documented to a Category," which might be a 
director of special education. 

Under "Amount Documented to a Category" there are two 
allowable categories, General Education and Special 
Education. When you document to a category, you are 
assuming that the individual (s) serves all programs within 
that category, and you will distribute his/her time 
accordingly. 

REF : Instructions for Worksheet #5, Determination of Documented Direct Support Costs. 

11. Q: What is the purpose of the supplemental report to the 

J-380/J-580/J-780? 

A: This report is for the distribution of your total special 
education program costs to four settings: Severely 
Handicapped, Nonseverely Handicapped, Infant and Nonpublic 
School programs. The supplemental report requires 
distribution of costs for Special Day Classes, RSP, and DIS. 

REF : Instructions for Supplemental Report on Special Education. 

12. Q: Will column la eliminate some reports currently required by 

the state? 

A: One of the major reasons for creating column la is that we 
are hoping to eventually eliminate many of the individual 
program reports. As yet, this has not been accomplished. 



REF : Program Cost Accounting Subcommittee. 



13. Q: If column la of the J-380/J-580/J-780 requires that the 
allowed donor-authorized indirect cost rate be reported 
under the special project, which program is used to show the 
reduction of these same indirect costs? 

A: It is generally assumed that costs associated with the 
indirect cost rate are typically direct costs of the 
District Administration program and would normally be shown 
under District Administration in column la. However, if in 
column la of the J-38C/C -580/J-780 any donor-authorized 
indirect costs are reported for the special project, this 
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would necessitate a reduction equal to the amount of the 
indirect costs when reporting the District Administration ' 
program costs in column la. The donor-authorized indirect 
cost would then be transferred to the District 
Administration program in column 2 of J-380/J-580/J-780 and 
reported as a direct cost under the District Administration 
program in column 3 of the J-380/J-580/J-780. 

REF: California School Accounting Manual. 

Q: Is the J-380 r* quired? If our program numbers do not 

correspond with the new J-380 numbers and/or titles, do we 
need to make the changes or can we convert the data through 
the use of a worksheet? 

A; Yes, the J-380 is required. If your district has not 

establish the appropriate programs in its chart of accounts, 
you will need to complete, some sort of worksheet identifying 
those costs that are required for J-380 reporting purposes 
but which were not shown in your financial records as a 
separate program. It is recommended that you incorporate 
these data i^to your accounting system as soon as possible. 

REF; California School Accounting Manual. 

Q: Since the J-141 Annual Report of Transportation Programs 

cannot be completed until aster the J-380/J-580/J-780 Annual 
Cost Data Report, what will be the required due date for 
each of these reports? 

The J-380/J-780 reports are due to the State on October 20. The 
Local Assistance Bureau is aware that the J-141 cannot be 
completed until after the J-380/J-580/J-780 has been prepared. 

REF : State Department of Education. 

Q: Are column la costs direct costs? 

A; For special projects, column la costs are not all direct 
costs. They are donor-authorized costs and can include 
direct, direct support, and indirect costs. For most other 
programs, column la represents direct costs. 

REF: California School Accounting Manual. 
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Q: Which column in the J-380/J-580/J-780 has to tie to the 
financial reports you send to the State for the special 
project*? 

A: The figures in column la of the J-380/J-580 have to agree 
with the State special project financial reports. 

REF : California School Accounting Manual. 

Q: I still have a real problem with the J-380 and the recording 
of costs to Special Projects. If you are a small school 
district and are currently charging administration as a 
direct cost to the project, then the new J-380 might show 
less total expenses than the grant. Will we lose the money 
if this occurs? 

A: If column 8 of the J-380/J-580 reports less expenditures 
than the grant, there is a possibility of losing that 
revenue. At present, there is no indication that this will 
happen . 

REF : California School Accounting Manual. 

Q: How can costs reported in column la of the J-380/J-580/J-780 
under regular education be transferred and reported as 
direct costs to a special project in column 3 if the special 
project never budgeted for these expenditures? 

A: The J-380/J-580/J-780 is a program cost reporting document 
that requires that all programs report direct costs in 
column 3 Even though a special project may not fund 
certain costs, if the special project incurs those 
expenditures, the expenditures are a direct cost to the 
special project and must be reported in column 3 of the 
J-380/J-580/J-780 under the Special Projects program. 

REF : California School Accounting Manual. 

Q: How does one report in-kind latching contributions for 
special projects on the J-3b0/J-580/J-780? 

A: If your LEA is required to report as an expenditure the 
in-kind contribution on the year-end project financial 
report, then the in-kind contribution should be reported as 
a donor -authorized cost under column la of the 
J-380/J-580/J-730. 

REF: California School Accounting Manual. 
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Q: For special projects, what costs are to appear in column 3 
Of the J-380/J-580/J-780? 



A: The costs to be reported in column 3 of the 

J-380/J-580/J-780 for a special project are the same types 
of costs that are reported in column 3 for an instructional 
program. These costs are teachers' salaries, aides' 
salaries, benefits, classroom supplies, capital outlay, 
repair of equipment used in the program, and in-service 
training and travel for employees in the program. Using 
this rule, money received for tenth grade counseling would 
not appear in columi 3 under tenth grade counseling if the 
monies were used to provide counselors. These expenditures 
would appear under column 3 of the Pupil Services program 
and then could be documented back to the Tenth Grade 
Counseling program or allocated to all programs based on the 
FTE allocation method. 



REF : California School Accounting Manual. 



6. Q: How does one report the cost in column la for a special 
project which is used to provide the matching funds 
requirement for another special project? 

A: The special project being used as a match for another 

special project will record costs in column la equal to the 
donor-authorised grant. The special project requiring the 
match will not be able to report the matching portion under 
column la, because these costs have already been reported in 
another special project. That is, the same cost cannot be 
reported twice as a direct cost. 



REF: Program Cost Accounting Subcommittee. 



7. Q: How does one account for costs related to expenditures to 

provide an ECIA Chapter 1 program for a private school? Our 
district is the LEA for the private school. 

A: The cost of administration for providing ECIA Chapter 1 
services to a private school shall be accumulated as a 
direct cost in the Special Projects Administration program 
and can either be documented or allocated back to the ECIA 
Chapter 1 program. 



REF: Program Cost Accounting Subcommittee. 



8. Q: If a county office of education overexpends its EIA 

entitlement but operates only a special education program, 
are the excess EIA expenditures reported under the Special 
Education program in column la of the j-580? 
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Yes. If an LEA overexpends itf entitlement, then the excess 
expenditures for that entitlement are reported under the 
instructional program which funded those excess 
expenditures. The excess expenditures are then transferred 
from the instructional program to the special project in 
column 2 of the J-380/J-580/J-780. 

California School Accounting Manual. 

If a specific special project does not use the services of 
the Special Projects Administration program, should the 
special p: ject be excluded from the allocation formula? 

Yes, the special project should be excluded from the 
allocation of costs from the Special Projects Admir ition 
program if those services are not used by the speci 
project. 

Program Cost Accounting Subcommittee. 

Our county is the fiscal administrator of a special project 
cooperative. All agencies are listed on the grant as 
participant grantees. The grant monies are distributed to 
the various districts, and the districts run the program. 
In this situation to which program would the county charge 
the costs for administration? 

The county office would account for the cost of 
administration undsr the Special Projects Administration 
program in the appropriate object of expenditure 
classification. The costs would then be documented or 
allocated to the Nonagency proqram. The revenues received 
irom the districts would be recorded under account 
8877 — Interagency Revenues. 

California School Accounting Manual. 

For special projects, shat amount of indirect cost is to be 
reported in column la of the J-380/J-580/J-780? 

The amount of indirect costs that is to be reported in 
column la of the J-380/J-580/J-780 is the amount of indirect 
costs which is funded by the project. This cost is 
considered to be a donor-authorized cost. The indirect 
costs shown in column la of the special project are charged 
as a direct cost to the District Administration program in 
column 3. The actual indirect cost as determined by the 
J-380/J-580/J-780 will then be charged to the special 
project in column 7. 

California School Accounting Manual. 
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Q: What xs the amount that is to ba reported in column la of 
the J-380/J-580/J-780 for a special project? 



A: The amount that is to be reported in column la for special 
projects is those expenditures that are funded by the donor. 
These costs are called "donor-authorized" costs. Donor- 
authorized costs are funded by current year plus prior year 
carryover revenues. Therefore, the amount to be reported in 
column la will equal the year-end financial report total 
that is filed for each of the special projects reported on 
the J-380/J-580/J-780. 

REF : California School Accounting Manual. 

13. Q: How do we charge the SIP program for Plant Maintenance and 

Plant Operations costs when there is no specific room for 
that program? 

A: If you have special projects that do not have a separate 
room, you may not allocate any CUs to that special project 
unless the project operates at different hours than the 
regular classroom does. If it operates concurrently with 
the regular classroom, the CUs go to the Regular Education 
program. 

REF : California School Accounting Manual. 

14. Q: For special projects, if you have a substitute working in a 

program, would you count that substitute as part of the fte 
count? 

A: If these substitutes are providing for release time or 

short-term illness leave for regular teachers, they would 
not be counted in the FTE count. If there is not a 
permanent teacher assigned and counted as an FTE to the 
program, then the FTE of a long-term substitute would be 
included in the FTE count. 

REF : California School Accounting Manual. 

15. Q: If a county office of education or a school district is 

responsible for a program but contracts with another entity 
to provide the teachers, how does that school district or 
county office of education calculate FTE * s for those 
teachers, since the teachers are not on their payroll? 

A: When you develop the FTE count, include teachers employed 

either by you or the other entity if you have responsibility 
for the supervision of the teachers or if they use other 
support services. 
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REF : California School Accounting Manual. > 

Q: If a custodian is funded by ECIA f r column la, is the 
expense to be reported under ECIA? For column 3, is the 
expense to be reported under the Plant Operations program? 

A: Yes. 

REF : California School Accounting Manual. 

Q: Can an LEA allocate classroom units to the special Projects 
Administration program housed at the district administration 
facility? 

A: All administrative space occupied within a district 

administrative facility shall be allocated to the District 
Administration program. The cost in the District 
Administration program will then be distributed as an 
indirect cost to all programs operated within the LEA. The 
J-380/J-580/J-780 does not provide for the allocation of 
support to another support program. In this example, both 
District Administration and Special Projects Administration . 
are support programs. 

REF : California School Accounting Manual. 

Q: How does one allocate special projects administrative 
support costs to a special project when that project is 
administered solely by the principal at the school site? 

A: If the principal has been hired 100% as a school site 

administrator, then the cost for the principal plus related 
charges must be recorded as a direct cost to the School 
Administration program. All costs of the School 
Administration program shall ..>••'. attributed to user programs 
based upon the FTE teachers . *ud. The documentation 
method is not permitted for this support program. 
TY efore, in this situation, no administrative costs other 
tuan indirect costs can be allocated to this special 
project. 

REF : California School Accounting Manual. 

Q: If Plant Maintenance and Plant Operations costs for a 

classroom are funded 75% from the General Fund and 25% from 
ECIA Chapter 1, would the classroom units be allocated 75% 
to the Regular Education (K-12) program and 25% to the ECIA 
Chapter 1 program? 
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A: For column la of the J-380/J-580/J-780, 25% of the costs 
would be reported as a donor-authorised cost in ECIA 
Chapter 1. For column 5 of the J-380/J-580/J-780, the 
allocation of classroom units to programs is not done on the 
basis of funding. The allocation is made on the basis of 
the time that each program occupies the space divided by the 
total time that the space is occupied. If the ECIA Chapter 
1 program occupies the space at a different time period than 
the Regular K-12 program, you may allocate a portion of the 
CU to ECIA Chapter 1 based on the hours that ECIA Chapter 1 
occupies that space divided by the total hours the space is 
occupied. If the ECIA Chapter 1 program occupies the space 
boncurrently with the regular K-12 program, then the entire 
classroom unit must be assigned to the regular K-12 program. 
No classroom unit would be assigned to the ECIA Chapter 1 
program. 



REF: California School Accounting Manual. 



20. Q: The Special Projects program financial report that goes to 
the State includes a certain percentage allocation for 
indirect costs. How is that accounted for in the J-380/J580 
report? 

A: That indirect cost amount would be under the special project 
in column la. What you want to do, through column 2, is to 
move that indirect cost rate from the spec Lai project. 
Normally, it is moved to the District or County 
Administration program. 

Finally, indirect costs will be distributed to the special 
project based on the rate calculated on the 
J-380/J-580/J-780. 



REF : California School Accounting Manual. 



21. Q: Is the funded indirect cost rate for special projects, other 

than federal projects, still 3 percent? 

A: It varies. There may be certain state categorical programs 
that will not fund beyond a 3 percent indirect cost rate. 
However, that does not restrict you from reflecting your 
actual rate in the J-380/J-580/J-780. 

REF : California School Accounting Manual. 

22. Q: Is an aide funded by regular education, but working in a 

special project, really a direct cost to the Regular 
Education program? 
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The aide is a direct cost to the special project, even 
though not funded by the special project. The aide is 
reported in column la under "Regular Education" as a direct 
charge. The cost is then transferred as a direct cost to 
the special project in column 2. In column 3, the aide is 
reported as a direct cost to the special project. 

California School Accour.Jng Manual. 

Does column la or column 3 equal the exact amount of the 
donor-authorized costs? 

Column la, for special projects only, has to equal the grant 
or donor-authorized costs. 

California School Accounting Manual. 

How does the LEA account for pupil transportation field trip 
costs that are donor-authorized costs? 

If the field trips are a donor-authorized cost, then the 
initial charge for that field trip would be made to the 
appropriate special projects program in column la of the 
J-380/J-580/J-780. The cost of the field trip will then be 
subtracted from the special project in column 2 and added in 
column 2 to the Transportation program as a direct cost. 
Then, the cost for the field trip will be documented back to 
the special project in column 4 using the criteria of either 
(1) actual cost from the bus contractor, or (2) fixed rate 
per mile plus paid driver layover time. 

California School Ac aunting Manual. 

What amount should be reported as indirect costs for special 
projects in columns 1 and 7 of the J-380/J-580/J-780? 

The amount to be reported in column la is the amount of the 
indirect costs that are funded by the special project based 
on the appropriate restricted indirect cost rate. The 
amount to be reported in column 7 is based on the indirect 
cost rate calculated on the J-380/J-580/J-780. Column la 
indicates the amount of funding that the grantors will 
provide to the LEA for indirect costs. Column 7 indicates 
the computed indirect costs incurred for ♦■.he programs. The 
funded indirect costs will be transferred from the special 
project (column la), via column 2, to the District 
Administration program (column 3) . This transfer allows the 
actual indirect costs to be reported in column 7. 

J-380/J-580/J-780 Report. 
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26. Q: How do you report costs for a special project in excess of 
the donor-authorized costs for purposes of the 
J-380/J-580/J-780? 

A: The donor-authorized portion of the special project */ould be 
reported in column la under the appropriate special project. 
The excess cost that is over and above the donor-authorized 
amount would be reported in column la under a General 
Education program. This excess cost would then be 
transferred in column 2 from the General Education program 
to the special project. Therefore, when you add column la 
and 2 together, the amount in column 3 will be equal to the 
total direct instructional costs for that special project 
regardless of the project that funded those costs. 



REF : California School Accounting Manual. 



27. Q: What is the definition of Special Projects Administration? 

A: Special Projects Administration is a program that was 

created for 1985-86. This program accumulates costs for the 
area of administrative responsibility for special projects. 
Typical direct costs of th'.s program would be salaries of 
directors of special projects, salaries of associated 
clerical staff, benefits of employees in the program, office 
supplies, travel and conference expense, and repair and 
maintenance of equipment used in this program. 



REF : California School Accounting Manual. 



28. Q: How do you identify the nonpersonnel costs that are direct 
costs of the Special Projects Administration program? 

A: You identify the nonpersonnel costs as those expenditures 
which are not for salaries or benefits and are incurred by 
the employees who are direct costs of the Special Projects 
Administration program. Typical nonpersonnel costs would 
include supplies used by the employees in the program, 
travel and conference expenses by the employees in the 
program, and repair and maintenance of equipment used by the 
employees. 



REF : California School Accounting Manual. 



29. Q: if the county office of education is the LEA for a Migrant 
program and it contracts with ttv jchool districts to 
provide certain services , would the county office of 
education account for those costs under its Special Projects 
programs? 
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A: Yes. The county office of education, as the LEA, has the 
prime and ultimate responsibility to provide the program. < 



REF : California School Accounting Manual. 

Q: A school district contracts with the county government to 

run a special project for them. How does the school district 
account for the activity? 

A: The school district accounts for the activity as a special 
project because the school district has ultimate 
responsibility to provide the program. 

REF : California School Accounting Manual. 

Q: Would you actually show in your accounting records a 

transfer for the cost of an aide from the Regular Education 
program to the ECIA program if the aide worked in the ECIA 
program? 

A: You may or may not show a transfer of costs, depending on 
how your accounting system is established. 

For example, if your accounting system is set up so that you 
have provided to your program managers a report that lists 
donor-authorized costs, you may not wish to make any 
transfer of costs. 

Or you may wish to establish your financial system to 
identify the direct costs perhaps through use of a sub-fund, 
sub-program, or sub-object. You may initially record the 
aide as a cost to the Regular Education program, because it 
has not been funded by ECIA. Then use a sub- fund, 
sub-object, or sub-program to record it as a direct cost to 
the ECIA program. 

REF: Program Cost Accounting Subcommittee. 

Q: Our district has assigned an ECIA Chapter 1 teacher to a 

resource room. This room is not used by any other program. 
However, the ECIA teacher and/or aide use this room only 
occasionally. How is the CO equivalent calculated, and is 
the entire CU value assigned to the ECIA Chapter 1 program? 

A: If no one else uses the room except for the Chapter 1 
teacher, th entire CU value would be assigned to the 
Chapter 1 program regardless of the number of minutes per 
day or week that the room is used by that teacher. In order 
to convert the classroom space to an equivalent CU, divide 
the square feet of the classroom by 960 square feet. 
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Program Cost Accounting Subcommittee. 

An additional line has baen added under the special projects 
area for those county offices of education and/or school 
districts that have ECIA Migrant grants. Is ECIA now under 
the Regular Education program or special projects? 

ECIA is a federal project under the special projects aren. 
There are five reporting lines for ECIA: Chapter 1, 
Regular; Chapter 1, Migrant; Chapter 1 - Other; Chapter 1, N 
& D; and Chapter 2. 

California School Accounting Manuul. 

* school district has its special project director funded by 
several different projects. Are they now required to 
account for that person's salary and benefits in the new 
program called Special Projects Administration? 

If the director is funded by these special projects, the 
costs will be reported in the appropriate special project 
for column la only of the J-380/J-580/J-780. Additionally, 
you will be required to account for all Special Projects 
Administration program costs and report those costs under 
that program in col' mn 3 of the J-380/J-580/J-780. 

A project director is not a direct cost to a special 
project. The project director is a direct cost to the 
Special Projects Administration program and then will be 
distributed as a direct support cost to each special 
project, using the ratio of costs allocation method 

California School Accounting Manual. 

If the county office of education is the LEA for a Migrant 
Education program and it contracts with school districts to 
provide certain services, would the county office of 
education account for those costs under their special 
Projects programs? 

Yes. The county office of education, as the LEA, has the 
prime responsibility for the program. The county office 
would report the total incoma under the federal account 
number for the Migrant Education program. All costs would 
be reported in the appropriate object of expenditure 
classifications under the Migrant Special Project program. 
The amount that is contracted ou< to the individual school 
districts or other county offices of education would be 
reported as an object of expenditure classification 5800 by 
the county office having the grant. The school districts 
receiving contract revenues to provide services under the 
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Migrant Education program would report the revenues under 
account classification 8877, Interagency Revenues. The 
school districts would report the expenditures under the 
appropriate object of expenditure classifications as a 
Nonagency program. Unless the school district uses 
subprograms under the Nonagency program, there may not be a 
way to accumulate the costs for the Migrant Education 
program. This should be reviewed by the school districts to 
determine a method in which they may account for Nonagency 
program costs by specific programs. 

California School Accounting Manual. 
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I. plant Maintenance and Plant Operations 



Q: Are Plant Maintenance and Plant Operations two separate 
programs or one program? 

A: They are two separate programs. 

REF: California School Accounting Manual. 

Q: What are the appropriate methods for charging maintenance of 
equipment or equipment repairs? 

A: You may use either/or a combination of the following 
methods: 

1. Contract with an outside vendor to provide the 
maintenance of the equipment. Charge the cost of the 
invoices to the appropriate user program. 

2. Some school districts and county offices of education 
provide maintenance of equipment in-house by a work 
order system. The work order identifies the user 
program and the cost. Charge the expenditures as a 
direct cost to the user program. 

3. Some school districts or county offices of education 
provide for maintenance of equipment in-house but have 
no work order system or no way of identifying the user 
program or the cost. For these school districts and 
county offices of education, create a holding program, 
charge all of the maintenance of equipment to that 
holding program, and, then, at the end of the year, 
distribute the maintenance of equipment to every user 
program as a direct support cost, using the classroom 
units allocation method. 

REF: California School Accounting Manual. 

Q: will Plant Haintenance be a direct cost item to each user 
program rather than allocated as a direct support cost? 

A: riant Maintenance and Plant Operations are support services 
I rograms. Direct costs for these programs will be 
accumulated, and then will be distributed, as a direct 
support cost, to each user program based on the classroom 
units allocation method. Only the maintenance of equipment 
that is used by a program will become a direct cost item to 
that program. 

REF: California School Accounting Manual. 
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4. Q: Are clerical personnel an allowable direct cost to the Plaat 

Maintenance program? 

A: The personnel listed in the program classif ic.tiors 

definitions are examples of direct costs to tne program and 
are not all inclusive. Clerical personnel can be direct 
costs of the Plant Maintenance program. 

If, after reviewing the program classification definitions 
and the Object of Expenditure by Major Program chart, you 
believe there is an error, please contact your county 
representative . 

REF : California School Accounting Manual* 

5. Q: To which proa ram do you charge repairs of air-conditioning 

equipment? 

A: Air-conditioning equipmenc rapairs are a direct cost to the 
Plant Maintenance program. 

REF : California School Accounting Manual. 

6. Q: What is considered to be plant maintenance equipment and 

plant operations equipment? 

A: Plant Maintenance and Plant Operations equipment is 

equipment used or owned by those program- Examples would 
be buildings and grounds equipment such as tractors, 
boilers, lawn mowers, etc. 

REF: California School Accounting Manual. 

7. Q: Would sprinkler repairs be Plant Maintenance direct costs 

and caring of the lawns be Plant Operations direct costs? 

A: Yes. 

REF: California School Accounting Manual* 

8^ Q: If you have an in-house maintenance repair system and you 
are going to direct charge the user program*, do you use 
account 5600? 

A: No, you would use account numbers 5710 — 5749 to transfer the 
equipment repair charges from the Plant Maintenance program 
to each user program. 

REF : California School Accounting Manual. 
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in our school district, each site has its own separate gas 
and electric meters, ac well as its own telephone lines. PG 
and E bills separately for the cost of each site, as does 
the telephone company, can our district document these 
costs to the user programs, or must Plant Maintenance and 
Plant Operations costs be allocated? 

All Plant Maintenance and Plant Operations costs must be 
allocated, unle sr you are a county office of education. In 
thr case of county of licet of education, costs can be 
documented for specialized, single program sites. 

Califi ma School Accounting Manual. 

If we have a separate Cafeter.it Account or Fund, do we have 
to bilx the Plant Maintenance and *l%nt Operations costs to 
them? Do we use tue CO method? 

It depends, on what your school district or county office of 
education 'harcfes the cafeteria. Then ar^ two situations 
that cccur; 

1. If you hpvfe a Food Services program and you a e 
providing Plant Maintenance and Plant Operations to 
tnat cafeteria, it is possible for the ^afet^.-ia to 
reimburse the Gene.'*i Fund. In this case, ti <»r.«*ei the 
expanses fi -« the General Fund ard charge their to the 
Cafeteria Fund via the 7300 account- 

2. If your General Fund is going to pay for that Hant 
Maintenance and Plant operations support and your 
cafeterxo in not allocate Pl^nt. Maintenance and Plant 
Operations <. *ts to the Food Services program. 

Yoi 1 may also u*» a combination of methods 1 <nd 2 for 
distribution of support costs to the Food fcervi es program. 

Can forma Fci.ool Accounting Manual. 

Do nonal located Plant Maintenance and plant Operations costs 
becoea part of the indirect costs ratt? 

ves. 

CuHlortti's r >chu<>i A-. otmtina Manual 

For *tofc ad* . »istr*t ive wing of a maintenance and ope> ations 

bvUoxng, would yoi divide by *j$0 u *?are teet or 2,880 
square feet'' 



Rev. 4/89 



A: For the administrative area you would normally divide by 960 
square feet, because this area requires similar maintenance 
and operations costs as would a classroom. If the services 
provided to this area are significantly less than those 
provided to a normal classroom or district administrative 
facility, then divide the square feet by 2,880 to determine 
the CU factor. 

REF : California School Accounting Manual. 
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J. Data Processing 



Q: How are data processing coats accounted for by the county 
office of education in the County School Service Fund? 

A : For the county office of education, the data processing 
costs would be accounted for under Services to School 
Districts, if the services are provided to school districts, 
and under Internal Services-Data Processing, if services are 
provided to Internal programs. 

REF : California School Accounting Manual. 

q: when ve discuss centralized data processing systems, do we 
also have to account for the costs of any programs that are 
provided from a centralized data processing facility? 

A: Yes. For example, for all school districts that contract 
with the county office of education for student attendance, 
report cards, or business activities, the costs would be 
initially accounted for in the centralized data processing 
program and then would become a documented direct support 
cost to the user program. 

REF: California School Accounting Manual. 

Q: If your district has an in-house data processing system, how 
do you account for the costs? 

A: If the district hat a centralized data processing system, 
the direct costs shall be accumulated in the Centralized 
Data Processing program and then shall be distribute* back 
to user programs via the documented direct support cost 
method. Any support costs not documented to a specific user 
program shall remain in the centralized data processing 
program and become part of the indirect cost rate. 

REF : California School Accounting Manual. 

Q: What is the object code to be used for data processing 
expenditures provided via a contract with a county of 
education? 

A: If the county office of education is providing data 

processing services to school districts based on a contract, 
the contract costs should be charged to account code 5800. 

REF : Cali fornia School Accounting Manual. 

Q: Car you charge a business manager as a direct cost to the 
Data Processing program? 
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A: No, the business manager will be charged to the District 
Administration program and will be distributed as an 
indirect support cost to all programs. 

REF i California School Accounting Manual, 
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K. mtaraaencv/Nonaqencv Act ivi ties 



Q: What expenses are considered to be Nonagency Activities 
expenses? 

A; The ionagency Activity program is for the expenditures by 
school districts or county offices of education when they 
are providing a contract service to another agency, but arc* 
not responsible for the entire program, or they are 
providing services to a non-educa -ional agency. 

REF : California School Accounting Manual. 

Q: Is the Nonagency Activity program to be used strictly 

between county offices of education and school districts,* or 
can It be used between school districts or county office® of 
education and any other organization? 

A: First, the Nonagency Activity program is used for any two 

educational entities when one has the responsibility for the 
program and is contracting with the other co provide 
services. Futhermor;*,, it is also used for any activities 
between an educaticnal entity and a non-educational entity. 
It would be between a county office of education and a 
school district; a school district and a school district; a 
county and a school district; a cc mty and a county office 
of education, etc. 

REF; California School Accounting Manual. 

Q: When one is iiot the LEA, would one show the costs of 

operating a cooperative as a Nonagency Activity program 
expense? 

A: Yes. 

REF : California School Accounting Manual. 

Q: If revenues are coming through the county office of 

education to the school district as pass-through money, and 
the school^ district provides the program, does the school 
district have to account for the revenues? Would the school 
district account for those activities under its 
instructional program? 

A: If the school district is the grantee, then those programs 
are really school district programs and are accounted for as 
an instructional program. It is simply a mechanical process 
to have the money come through the county office of 
education. All pass-through revenues are reported under the 
"Other Outgo" program. 



K-1 



Rev. 4/89 



REF 5 California School Accounting Manual. 



5. Q: A school district has been given a grant by the State and if 

going to contract with other school districts to provide 
certain services for grant program. Under w'lich program 
would each school di s *t account for these activities? 

A: The school district receiving the grant wouM account for 
the program activities as a special project. The other 
school districts would account for those activities under 
the Nonagency Activities program because they are providing 
a contract service. 

REF : California School Accounting Manual, 

6. Q: Should a school district account for contracted rop 

expenditures as a Nonagency Activities program , even though 
the school district is being reimbursed for the contract 
services they provide, or should they abate the 
expenditures? 

As These costs are expenditures of the school district and 
should be reported as expenditures under the Nonagency 
Activities program. 

REF : California School Accounting Manual. 

7. Q: For the Nonagency Activities program, will th<*re be costs in 

column la of the J-380/J-580/J-780? 

As For each Nonagency Activities program, there may be direct 
costs in column la, or there may only be direct support 
costs in columns 4 or 5, or a combination of direct, direct 
support and indirect costs, in determining direct costs for 
column 3a, the Nonagency program must be treated as an 
Instructional program. Direct costs are teacher and aide 
salaries, employee benefits, books and materials, travel for 
the personnel in the program, etc. 

REF : California School Accounting Manual. 

8. Qs The county government contracts with a school district to 

provide a service for them. How does the school district 
account for this? 

As The school district accounts for the service as a Non«. gency 
Activity program. The school district is simply providing a 
service to the county government, 

RE F s California School A ccount ing Manual . 
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Is the reporting by both the school district and the county 
office of education of ROP/C costs as expenditures a 
duplication of reporting? 

No, it i not a duplication of reporting. One entity vill 
report tbe costs as an instructional program contract 
expenditure, and the other entity will report the costs as a 
nonagency activities contract service. 

California Sctuol Accounting Manual. 

Wouldn't it be ideal to keep interagency revenues as a local 
income? Why change it? It's working* 

The reason a change needs to be made is because interagency 
revenues are not being handled consistently throughout the 
state. Some school districts and county offices of 
education are recording interagency revenues as revenue; 
some are abating expenditures. The State Department of 
Education needs to provide one method of accounting for 
revenues and expenditures from interagency agreements. 
Interagency revenues will be reported as income under 
account number 8877. 

California School Accounting Manual. 

If a new Nonagency program is created, will it be excluded 
from the current cost of education? 

The Nonagency Activities program expenditures will be 
excluded from the current cost of education. 

Program Cost Accounting Subcommittee. 

When a school district contracts with the county office of 
education to write a grant and to administer the project, 
how does each entity account for its costs? 

Assuming that the school district is the grantee, the grant 
would be accounted for as a special project. The county 
office of education would account for the activities as a 
Nonagency Activities program. 

California School Accounting Manu^. 

What account numbers are to be used for recording revenues 
and expenditures based on interagency agreements? 

Expenditures will be reported under account numbers 5100, 
5600, or 5800, depending on the type of expenditure. 
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Revenues will be reported under a new account number 8877, 
entitled "Interagency Revenues." 

REF: California School Accounting Manual. 

14. Q: How do you account for the expenditures of a county office 

and school district when the county office provides 
duplication services to the school district via a contract? 

A; If the county office is providing duplication services to a 
school district, these services would be considered a 
contract service by the school district. Therefore, the 
school district would charge the costs to the appropriate 
program purchasing the services and would report the costs 
under account code 5800. The county office would charge the 
costs to a nonagency program, and using account number 5700, 
transfer the direct costs from the District Administration 
program to the Nonagency program. The income to the county 
offi ** would be recorded under account 8877. 

REF : California School Accounting Manual. 

15. Q: How does one determine the FTE value for a mentor teacher? 

A: The mentor teacher receives a stipend for being a mentor 

teacher but usually provides no regular extra hours or days 
ot service in a normal work year. Therefore, there can be 
no FTE value associated with the mentor teacher because 
there are no regular additional hours being worked. The 
entire FTE value would be assigned to the instructional 
program in which this teacher teaches. 

REF : Program Cost Accounting Subcommittee. 

16. Q: Our district provides ROP programs for the county office of 

education. There are identified direct support and indirect 
support costs associated with providing these programs. If 
we are required to report this as a Nonagency program, how 
does the district keep separate the costs of operating 
specific classes in the ROP program, and how do we account 
for support costs, such as telephone expense, that can be 
directly traceable to the ROP classes? 

A: If your district operates this program on behalf of the 

county office of education, tnen the costs associated with 
this program must be reported on the J-380 under the 
Nonagency Educational prograr If your district wishes to 
further identify the costs of specific ROP classes, then it 
is recommended that you use a sub-program field under the 
nonagency program area. For the J-380, support costs must 
be distributed to the ROP Nonagency program in the same 
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manner that they would be distributed to other proc-rams. 
For example, telephone expenses may not be documented to the 
Nonagency program. This expense must be allocated based on 
the CU allocation method. For purposes of billing the 
county office, your school district may identify specific 
costs as attributable to the program. 

REF : Program Cost Accounting Subcommittee. 

17. Q: Should contracts with school districts for services over and 

above the direct or other purpose services be reported by a 
county office of education under the Services to school 
Districts program or the Nonagency Educational program? 

A: All services provided to school districts should be reported 
under the Services to School Districts program. 

REF : California School accounting Manual. 

18. Q: To which program should the county office of education 

charge ar outdoor Education program operated by them? 

A: The Outdoor Education program operated by the county office 
of education should be reported under the Nonagency 
Educational program. 

REF : California School Accounting Manual. 

19. Q: The county office of education operates an Outdoor Science 

program, but it contracts with a school district to 
transport all students to this program. How does each 
entity account for these transportation costs? Are these 
costs considered home-to-school transportation? 

A: The county office of education would record the cost to its 
Transportation program under the contract service account 
number 5800. The school district would record the costs as 
a Nonagency program under the appropriate object of 
expenditure account classifications. The school district 
would record the income from the county office of education 
as an Interagency Revenue, account number 8877. 

The transportation of these students to the Outdoor Science 
program would be home-to-school transportation. 
Transportation between classes at an Outdoor Science program 
would be considered "other miles" transportation. 

REF: California School Accounting Manual. 
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20. Q: A county office of education is the LEA for the JTPA ard 

contracts with other school districts to provide services. 
How does each entity account for the costs? 

A: The county office of education accounts for the activities 
as a special project. The other school districts account 
for the activities as a Nonagency Activities program. 

REF: California School Accounting Manual. 

21. Q: The county superiLtendent of schools contracts with the 

school district to transport special education students from 
school to an ROP/c program. How aro the costs recorded for 
this activity? 

A: The county office would record the costs initially in the 

Transportation program under account number 5800. Beginning 
with 1987-88, those costs would then be transferred as a 
direct cost from the Transportation program to the ROP 
program or to the Special Education program using account 
code 5700. This is considered "Other Miles" when 
transporting students to an ROP/C program. The costs would 
be reported as costs to the Special Education program only 
if the transportation to the ROP/C program is required by 
the IEP. If not required by the IEP, the cost would be 
reported as a ROP program cost. Prior to 1987-88, the cost 
would have been considered a documented direct support cost 
back to either the ROP or Sper^l Education program rather 
than a transfer of a direct cost. The district providing 
the transportation service would record the costs under the 
Transportation program in the appropriate object of 
expenditure classification* The costs could then be 
documented back to the Nonagency program. 

REF : Program Cost Accounting Subcommittee. 

22. Q: How do you distribute costs to the Child Development Fund 

for the t ransportation of preschool children funded under 
the state Preschool program? 

A: Beginning with the 1986-87 fiscal year, you may use account 
number 7300 to transfer direct support and indirect costs 
from the General Fund to the Child Development Fund. The 
process for the transfer would be handled in the same manner 
as the current process used for transfer of direct support 
and indirect charges from the General Fund to Cafeteria or 
Adult Education funds. For J-380 purposes, in determining 
the amount of money that should be transferred to the Child 
Development Fund, use the pupil transported allocation 
method as the formula for distributing the prorata share for 



K-6 Rev. 4/89 



ERJC 130 
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the home-to-school transportation of state preschool 
children. 

REF: California School Accounting Manual. 

Q: In our county, the high school district operates the 

transportation program. It bills the elementary district 
for home-to-sobool transportation and field trips. How are 
these transactions accounted for in the financial records of 
both the elementary and high school districts? 

A: In the situation above, the transactions would be handled 
differently, depending on whether or not the high school 
district received the entire apportionment for 
transportation or whether both the high school and 
elementary districts received transportation apportionments. 
Using the assumption that the high school district lad 
assumed total responsibility for the transportation program 
and, therefore, was receiving the entire transportation 
allowance for the program that is operated for its students 
and also for the elementary school district students, the 
transactions would be handled as follows: 

High School District - All the costs would be charged 
to the Transportation program in the appropriate object 
of expenditure classifications. 

Elementary - The costs would be charged to the Other 
Outgo program in account 7300, because the elementary 
district would be billed only for excess costs. 

In the second situation where both the high school district 
and the elementary district received transportation 
allowances from the State Department of Education, the 
transactions would be handled as follows: 

High School District - For column la of the J-380, the 
entire cost of the Transportation program would be 
charged to the Transportation program in the 
appropriate object of expenditure classifications. The 
portion of the costs that are attributable to the 
elementary district would then be distributed to the 
Nonagency program, based on the pupils transported 
method . 

Elementary - The elementary school district would 
charge the billing from the high school to the 
Transportation program under object of expenditure 
classification 5800. 

REF : Program Cost Accounting Subcommittee. 
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24. Q: In our county, the high school district provides, via a 

contract to the elementary district, uss of vehicles by the 
elementary district. How is this transaction handled by 
both the high school and elementary schcol districts? 

A: The question does not indicate what type of vehicle is used 
by the elementary school district. This must be determined 
in order to appropriately charge the vehicle usage to the 
correct program. Let us assume for this example that the 
elementary district is using maintenance vehicles. The 
accounting transactions would be handled in the following 
manner: 

High school district - The high school district would 
charge the cost of the vehicle and any repairs or 
maintenance on the vehicle tc the Maintenance program 
in the appropriate object of expenditure 
classifications. The high school district would then 
bill the elementary district for the cost of the 
vehicle on an agreed upon basis. The income received 
from the elementary school district would be reported 
under account number 8877, "Interagency Revenues." The 
high school would not be able to distribute this cost 
on the J-380 as a nonagency cost, because the only way 
to distribute maintenance costs is based on the CU 
method and the high school district is not renting a 
facility to the elementary school district. Therefore, 
the costs of operation of this vehicle would simply 
remain under the Maintenance program for the high 
school district. 

Elementary - The elementary school district would 
record this cost under the Maintenance program, object 
of expenditure classification 5800 as a contract 
service cost. 

REF : Program Cost Accounting Subcommittee. 

25. Q: Bow does each agency account for the expense and income when 

one agency, via contract, maintains the bus fleet for 
another agency? 

A: The LEA that owns the bus fleet contracts with the other LEA 
to maintain that bus fleet. The LEA that owns the bus fleet 
will record the contract cost to its Transportation program, 
account number 5800 and will include the cost on its J-141. 
The LEA that maintains the bus fleet will initially record 
the costs in the Transportation program in the appropriate 
object expenditure classification and will subsequently 
transfer those costs as direct costs to the Nonagency 
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program by using account number 5700. The revenues are 
reported under account 8877, Interagency Revenues. The LEA 
maintaining the bus fleet will initially include the costs 
on Form J-141, but will reduce its total transportation 
costs by the amount billed the owner district prior to 
arriving at a pupil transportation expense on EPD 100 — 
Schedule III, Form J-141. 

California School Accounting Manual. 

If two districts use the services of a nurtie but District A 
carries the nurse as an employee on its payroll and District 
B reimburses District A for one-half of the cost, how does 
each district account for the transactions? 

Although Districts A and B use the services of this nurse, 
only District A actually employs the nurse. Therefore, 
District A has primary responsibility for this individual. 
District B contracts with District A for 50% of the nurse's 
services. In this situation, District A would charge 100% 
of the costs to the Pupil Services program, then document 
50% of the costs to the Nonagency Activities program. The 
revenues received for reimbursement for 50% of the services ■ 
from District B would be recorded under account number 8877, 
Interagency Revenues. For District B, the expenditure would 
be recorded under account number 5800, and the costs would 
be recorded as a Pupil Services program cost. 

California School Accounting Manual. 
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L. interprogram/ inter fund charges 



Q: If a school district or county office of education uses the 
in-house equipment repair system/ does it have to reclassify 
salaries in a contract account in order to charge the user 
program? 

A: You would continue to pay salaries out of the expenditure 

accounts as specified in the Calif ornia School Accounting Manual . You 
would, through accounts 5710-5799, transfer to each user 
program/ fund the costs identified for repair of its 
equipment . 

The 5700 accounts would then zero out at year end. When you 
prepare your financial reports at the end of the year, the 
salaries would be reported in the appropriate object of 
expenditure account. 

For the J-380/J-580/J-780 reports, the cost of repairs would 
be charged to the user program/ fund, not to the Plant 
Maintenance program. 

REF: California School Accounting Manual. 

Q: If the Instructional Media program provides services such as 
laminating or tape copying to other programs, how would you 
account for these costs? 

A: This situation is an example of a direct cost service 
charge. The user programs are contracting with the 
Instructional Media, program which provides direct ccst 
services to them. The user programs are contracting with 
the Instructional Media program in lieu of contracting with 
an outside vendor. In accounting for these charge*-, account 
numbers 5710 — 5749 should be used to transfer the direct 
costs of providing the services from the Instructional Media 
program *.o the specific user programs. 

REF: California School Accounting Manual, 

Q: How does the use of the 5700 and/or 7300 account codes 

affect the integrity of the budgeted expenditures versus the 
recording of actual expenditures? 

A: As expenditures are initially incurred, they shall be 

charged to the appropriate object of expenditure account as 
specified in the California School Accounting Manual. The use of 
account codes 5700 and 7300 is for the purposes of 
transferring costs from one program/fund to another 
program/ fund. Costs will be reported in the program/ fund to 
which they are a direct cost by use of the 5700 account 
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codes. The 7300 account codes will be used to transfer 
direct support and indirect costs between programs and/or 
funds. Costs will always be reflected in the appropriate 
object of expenditure account when reporting expenses or 
budgets by object codes. 

REF: California School Accounting Manual 

4. Q: Can an LEA use a 5700 object cede for charging 
transportation costs to other programs? 

A: The 5700 object series is for the transfer of direct cost 
services from one program/ fund in an LEA to another 
program/fund in the LEA. Field trips and "other miles" are 
a direct cost to the user program. Account 5700 is used to 
transfer these costs from the Transportation program to the 
user program/ fund. 



REF : California School Accounting Manual. 

5. Q: Please explain the difference between the use of account 
number 5700 and the use of account number 7300. 

A: The 5700 account is used to transfer direct costs between 

programs md/or funds. The 7300 account is used to transfer 
direct support and indirect costs between programs and/or 
funds. 



REF J California School Accounting Manual. 

Q: Is account number 5700 used in transferring costs of 

specific or special materials used exclusively in a program 
or project, not a part of the central library, and which 
are, therefore, to be charged as a direct cost to that 
program or project? 

A: No. The 5700 account is not used in the situation described 
above. If you buy specific instructional materials for a 
program, such as purchasing braille books for the visually 
handicapped program, the cost of those books are a direct 
cost to the Special Education program, account numbers 4100, 
4200, or 4300 depending on the type of material purchased. 
These costs are charged as a direct cost because the 
materials are not kept in a central library and are not 
available for use by all students. These materials are used 
exclusively by a particular group of students. 

The 5700 account is used to transfer direct costs from one 
program/ fund that provides direct cost services to another 
user program/fund within the same LEA. For example, if your 
LEA has a duplicating department and the Special Education 
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program contracts with the duplicating department to produce 
instructional materials, then the costs for the production 
of these materials would be charged to the Special Education 
program, account number 5700. The same amount would then be 
a credit to the duplicating department, account number 5700. 
The 5700 account number is used to allow direct costs to be 
associated with the appropriate user program, and also to 
allow the correct object of expenditure classification to be 
used by the program providing the service. 

REF : California School Accounting Manual. 

Q: If a school site has a Xerox machine that is used to 
reproduce both instructional materials and school 
administration materials, how are the costs reported on the 
J-3S0/J-5t0/J-780? 

A: In the situation described above, the costs would be 

reported as direct costs under either the Instructional 
program or the School Administration program. It is 
recommended that the costs be accumulated initially under 
the School Administration program, and the pro rata portion 
be transferred as a direct cost to the Instructional program 
through the use of the 5700 account. 

REF : California School Accounting Manual. 

Q: if a custodian is charged directly to the Cafeteria Fund, 

why do we use the 7300 account to distribute ' .port charges 
to the Cafeteria Fund? 

As Direct support charges are distributed to the cafeteria 
based on the CU allocation method. However, if the 
Cafeteria Fund has already paid for some of the support 
charges then you distribute only the difference between what 
has previously been paid for by the Cafeteria Fund and what 
should have been allocated per the J-380/J-580/J-780 
distribution methods. If the difference is a General Fund 
contribution, then you will distribute those costs to the 
Food Services program of the General Fund. 

REF : California School Accounting Manual. 

Q: How do you transfer support costs to the Child Development 
Fund? 

A: Use account 7300 to transfer support charges from the 
General Fund to the Child Development Fund. 

REF: California School Accounting Manual. 
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Q: How does one distribute General Fund support costs, such as 
custodial, to the cafeteria? 



A: Direct support and indirect costs are distributed to the 
Cafeteria Fund in the same manner as the distribution of 
support costs to all other programs within the General Fund. 
Custodial costs are distributed based on the CU allocation 
method . 

For reporting purposes, direct support and indirect costs 
actually transferred from the General Fund to the Cafeteria 
Fund/Account are reported on line EDP No. 426 of the 
J-380/J-580/J-780 report. 

Direct support and indirect costs for cafeteria activities 
which are funded by the General Fund and which are not to be 
paid by the Cafeteria Fund/Account are reported on line EDP 
No. 455 of the J-380/J-580/J-780 report. 

REF: California School Accounting Manual. 

11. Q: If an LEA is required to charge the costs for transportation 

oi preschool children to the Child Development Fund, what 
account does one use to transfer the charges from the 
General Fund to the Child Development Fund? 

A: If the expenses are to be paid out of the General Fund, then 
the expenses are distributed, as direct, direct support, 
and/or indirect costs to the auxiliary prouram entitled 
"Child Development Activities" according to prescribed 
methods in the California School Accounting Manual . Direct, direct 
support and indirect costs are transferred to the child 
Development Fund by using the 5700 or 7300 accounts. 

REF : California School Accounting Manual. 

12. Q: 1* we want to bill the Cafeteria Fund for support costs, do 

we use the same process as currently used for the Adult 
Education Fund? 

A: Yes. The accounting manual has been amended to axlow the 
use of the 7300 account to transfer support costs to the 
Cafeteria Fund. 

REF: California School . turning Manual. 

13. Q: can we use the 7300 account to transfer direct support costs 

to funds other than the Cafeteria and Adult Education Funds? 

A^ Yes. You may also use the 7300 account to distribute 
support costs to the Child Development Fund. 

L-4 KeV. 4/89 
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REF : California School Accounting Manual. 

Q: How do you distribute costs to the Child Development Fund 
for the transportation of preschool children funded under 
the state Preschool program? 

A: Use account number 5700 to transfer direct costs and account 
7300 to transfer direct support and indirect costs from the 
General Fund to the Child Development Fund. In determining 
the amount of money that should be transferred to the Child 
Development Fund, use the pupils transported allocation 
method • 

Preschool miles are considered "other miles" on the J-141. 
Therefore, the cost for the transportation of preschool 
students would be accumulated initially in the 
Transportatioon program, then subsequently transferred as 
direct support costs to the Child Development Fund using the 
7300 account. 

REF : California School Accounting Manual. 
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M. Common Administration Districts 



Q: How are support services, such as pupil transportation, 
which are provided between common board/common 
administration districts to be reported? 

A: Support services provided between common board/common 

administration districts will r>e reported in the same manner 
as services provided among any other districts: 

The LEA that receives the service will report the expense as 
a direct cost to the appropriate support program, using 
object of expenditure code 5100, 5600, or 5800, as 
appropriate. 

The LEA that provides the service will report the costs as a 
documented or allocated direct support cost to the Nonagency 
Activities-Educational program. 

REF : California School Accounting Manual. 

Q: How are positions that are shared between common 

board/common administration districts to be reported? 

A: For positions that are shared between common board/common 
administration districts, the appropriate proportion of 
costs will be reported as a direct cost to the appropriate 
program for each of the districts. 

REF: Program Cost Accounting Subcommittee. 

Q: Will there be any different standards for development of the 
indirect rates of common board/common administration 
districts? 

As The program cost report and indirect rates will be developed 
in accordance with the new program cost accounting 
standards. If the indirect rate for the two common 
board/common administration districts exceeds a difference 
of 1/2 of 1 percent, justification will be required. 

REF : Program Cost Accounting Subcommittee. 
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W« Sgai&g Qffiaas P* Educa tion - Interna l /External Programs 

1. Q: *or the ca'mty office of education, do you distribute as 

direct support costs both Internal Services and Services to 
School Districts program costs? 

A: Dired support costs are not distributed from the Services 
to School Districts program to any other programs. 
Distribute only Internal Services program costs to user 
programs. Houever, you may distribute costs from the 
Internal Services program to the Services to School 
Districts program, such as maintenance and operations costs. 

REF i Instructions for Form J-580. 

2. Q: If one person performs both Services to School Districts and 

Internal Services functions, how is that person' s salary 
allocated as a direct cost among the programs? 

A: County offices of 'education which have one person performing 
similar activities within the Services to Scnool Districts 
program as well as Support Services programs may charge 50% 
of the costs as a direct cost to the Services to School 
Districts function and 50% as a direct cost to the Support 
Services function. 

If you believe that is not an equitable distribution for 
direct cost purposes, then you may document and establish a 
percentage which is equitable. 

REF: Instructions for Form J-580. 

3. Q: Would the. Pupil Services program be part of Internal 

Services or Services to School Districts? 

A: Some Pupil Services program expenditures could be direct 
costs to Services to School Districts or to Internal 
Services. For example, psychologists providing services to 
the school district would be a direct cost to Services to 
School Districts. The psychologists and nurses who work in 
your own educational programs would be direct costs to the 
Pupil Services program in the Support Services Programs area 
of the J-580. 

REF: Instructions for Form J-580. 

4. Q: How does a county office determine the expenditures that are 

to be charged as direct costs to the Services to School 
Districts program versus the Internal Services program? 
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A: The California School Accounting Manual has general 

guidelines in determining those costs that are direct cost 
of Services to School Districts versus those that are direct 
costs of Internal Services programs. 



REF : California School Accounting Manual. 



5. Q: Our county office provides instructional media services to 
all districts within the county* How do we account for 
these services/ and do we use t v * PTE of the various 
districts in distributing the f structional media costs? 

A: If the county office provides instructional media services 
to school districts, the Instructional Media program 
operated by the county office would be distributed as a 
direct cost to Services to School Districts — Instructional 
Media ana Internal Services — Instructional Media. Only 
the Internal Services program would be distributed back to 
county office user programs. The instructional media costs 
in the Services to School Districts — Instructional Media 
program would remain in that program and not be distributed 
back to other programs. 



REF; California School Accounting Manual. 



6. Q: If a county office of education expends money from the 
County school Service Fund for library books for school 
districts, is this considered a direct cost to the service 
to School Districts program or a local project? 

A: The library books would be considered a direct cost to the 
Services to School Districts, Instructional Media program. 



REF: California School Accounting Manual. 



7. Q: The county office of education is providing nursing and 

psychological services to direct service districts. How is 
this accounted for on the J-580, column la? In the 
districts, these professionals function almost entirely in 
support of the Special Education RSF program. Is there any 
way to record these costs as a support cost to special 
education? 



A: If the county office provides these services to the school 
districts, then the county office would record the costs 
under the Services to School Districts — Pupil Services 
program. Unfortunately, under the current cost accounting 
procedures there is no method for transferring costs from 
the Services to School Districts program as a direct support 
cost to the special education program, because the special 
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education program is not run by the county but rather by the 
school district. 

Program Cost Accounting Subcommittee. 

Nurses employed by county offices of education often spend 
their time on assessment activities, other special education 
services, and direct services to school districts. How do 
you account for the time spent on each of these activities? 

In these particular situations, the nurse would be initially 
charged as a direct cost to both the Services to School 
Districts program and the Pupil Services program based on 
the amount of time spent in each program. The cost that is 
charged to the Pupil Services program would then be 
distributed as a direct support cost as follows: the time 
spent on assessment activities must be documented and 
distributed as a documented direct support cost to the 
assessment program; the time spent on other special 
education services can be documented and distributed to 
special education or can be allocated to all user programs 
of the Pupil Services program. 

California School Accounting Manual. 

The county office of education is providing nursing and 
psychological services to direct service districts. The 
nurses and psychologists function almost entirely in support 
of the Special Education RSP program. It does not appear 
that the costs fcr these services can be distributed back to 
the Special Education program and, therefore, the Special 
Education program costs will be under reported. Is this a 
correct analysis? 

Yes. Your analysis is accurate. If the county office is 
using direct service dollars to provide nursing and 
psychological services to direct service districts, these 
costs will be reported on the J-580 under the Services to 
School Districts ■ — Pupil Services* program. Since these 
costs are reported as part of the Services to School 
Districts program, they are not distributed back to a 
Special Education program. The only way that these services 
could be reported as part of special education is if these 
individuals were performing assessment activities. If this 
is the case, under the Services to School Districts area 
there is a program entitled, "Special Education Assessment". 

If these assessment services are provide to the direct 
service districts then determine the amount of time and cost 
involved in the assessment activities and charge these costs 
in column la to the Services to School Districts — Special 
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Education Assessment Activity. The balance of the time for 
these individuals would then remain under the Services to 
School Districts/Pupil Services program. 

REF : California School Accounting Manual 
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0. fr U Funds concept 



g: Soma of the programs enumerated in the program 

classification definitions are not currently on the 
J-380/J-580/J-780? 

A: Some of the programs listed are used by other funds. 

Currently, only the General Fund and the Routine Repair and 
Maintenance Fund are included on the J-380 and the J-580. 
Eventually, the J-380/J-580/J-780 may be required for all 
funds. 

REF : California School Accounting Manual. 

Q: How does one account for the distribution of rental and 

lease payments for temporary student housing if the payments 
are paid from impact fee revenues in the Capital Facilities 
fund? 

A: If the impact fee revenues are deposited in the Capital 

Facilities Fund, then lease and rental payments will not be 
allocated to any user programs in the General Fund. 

If the impact fee revenues are deposited in the General 
Fund, the expenditure for the rental and lease payments 
should be recorded in the Facilities program and will be 
distributed to all programs based upon the classroom units 
allocation method. 

REF: California School Accounting Manual. 

Qt if an LEA abates the salary and benefit accounts of the 
General Fund and transfers those expenditures to the 
Cafeteria Fund, then wouldn't it be a duplication if it also 
transferred support costs to the Cafeteria Fund through the 
use of account number 5700 or 7300? 

A: It would not be a duplication of cost if an LEA abates only 
direct costs paid by the General Fund for the Cafeteria 
Fund. Primarily, these direct costs would be for cafeteria 
workers' salaries and fringe benefits. Any support costs 
provided by the General Fund (i.e., custodial or maintenance 
salaries) to the Cafeteria Fund should be transferred 
through account number 7300, if the support costs are to be 
paid by the Cafeteria Fund. If the support costs are to be 
paid by the General Fund, they are to be reported on the 
Food Services program line of the J-380. 

REF: California School Accounting Manual. 
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P. Audit Requirement s 



1. Q: Who will audit the J-380/J-580/J-7 ,o? A CPA firm or the 

Stats? 

A: Generally, the independent CPA firm retained by the school 
district or county office of education is the only om that 
may be required to audit the report. The State Controller's 
Office, Department of Finance, or the Auditor General may 
audit these forms in selected LEAs to determine the accuracy 
of the cost accounting process or the effectiveness of the 
local independent audits. 

REF: State Controller's Office. 

2. Q: What will be the audit requirements for the J-380/J-580? 

A: Refer to the Audit Standards for Local Education Agencies by the State 
Controller. 

REF: State Controller's Office. 

3. Q: If you keep all the contemporaneous records, is someone 

going to come and audit these records? 

A: Your independent CPA may be asked, as part of the audit, to 
review the J-380/J-580. Part of the test may be to select 
some individuals who have documented their time and trace 
the summary timesheet back to the contemporaneous records. 
You are required to retain the contemporaneous records for 
three years. 

REF: State Controller's Office. 

4. Q: Are the independent auditors going to audit the worksheets 

for the J-380/J-580? 

A: The State Controller will develop audit guidelines for the 
responsibility that auditors have in auditing the 
J-380/J-580. These guidelines are published each year in 
the Audit Standards for Local Education Agencies by the State 
Controllers Office. It is very possible that the 
guidelines will require auditors to do a limited audit on 
some or all of the worksheets. 

REF: Audit Standards for Local Education Agencies. 
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Q. Miscellaneous 



Q: What is a snail school district? 

A: A small school district, is often defined as one having 2,500 
ADA or less. Howeve**, there is no legal definition. 

REF : Program Cost Accounting Subcommittee. 

q: could you give us some suggestions or direction on how many 
levels of coding might be needed in our accounting system in 
order to be able to collect the information required to 
complete the J-380/J-580/J-780? 

A: You want to collect the direct costs for each of your 
programs. You must also be able to identify the 
donor-authorized costs for special projects. 

You may want to devise a means for being able to determine 
whether direct support costs are being documented to 
specific user programs. One of the common meens of 
identifying those costs in an accounting system is tc use 
what is known as a sub-program. Some county offices of 
education and school districts use a sub-object sequence. 

REF : Program Cost Accounting Subcommittee. 

Q: How does one account for lottery revenues on the 
J-380/J-580/J-780? 

A: Expenditures ma \e from lottery revenues are reported in the 
program to which the expenditure is a direct cost. There, is 
no separate program entitled "Lottery" on the 
J-380/J-580/J-780. 

REF: Fiscal Management Advisory 86-04. 

Q: When an assistant superintendent has his/her time allocated 
to Special Education, Special Projects, Instructional 
Administration, and District Administration, will the state 
and federal government program personnel accept the program 
cost accounting methods of allocation as a basis for 
reimbursement of costs to the LEA? 

A: First, the assistant superintendent's position could be a 
direct cost to the Instructional Administration Special 
Projects Administration, and/or District Administration 
programs, if all appropriate criteria are met, The coats 
charged to the programs must be based upon the prescribed 
program cost accounting methods. The J-380/J-580/J-7SO does 
report, in column la, the donor-authorised costs or those 
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costs which are funded by the projecv. In order to have 
these costs funded by the project, the LEA will need to 
submit a fiscal plan as part of the application process, if 
the state and/or federal government approves this fiscal 
plan, they should provide reimbursement to the LEA based on 
the plan submitted. At this time, the belief is that the 
state and federal governments will continue to use their own 
financial reporting documents. If the J-380/J-580/J-780 is 
ever used as the sole reporting financial document, then the 
problem will need to be addressed with the federal and/ or 
state governments, especially if the donor-authorized costs 
do not exceed the total program cosies, as reported in column 
8 Of the J-380/J-580/J-780. 



REF : California School Accounting Manual. 



5. Q: If an LISA contracts with another LEA to provide services, 
the oontraoting LEA must report this expense in the 5000 
account series. This expense will then increase the 
percentage of the nonteaclier/noninstructional aide 
expenditures and could place the LEA in a position of not 
meeting the appropriate classroom teachers* salary 
limitation percentage. What will occur if this happens? 

A: If an LEA does not meet its classroom salary limitation 
percentage because it has contracted with another LEA to 
perform services, then the LEA can apply for a waiver from 
the county office of education or Local Assistance Bureau at 
the State Department of Education. The waiver must show 
that the contract had expenditures for classroom teacher and 
aide salaries. It must further show that had these 
expenditures been recorded as a salary of the LEA rather 
than a contract, the LEA would have met the required 
percentage. This will be a justifiable criteria for 
requesting a waiver. 



REF : Program Cost Accounting subcommittee. 



6. Q: An LEA provides a workshop for staff within its own agency 
and for an outside agency* s staff. If outside facilities 
are rented and there is no charge for the facilities, but 
there is a charge for providing coffee and lunches, to which 
expenditure object should the cost of the coffee and lunches 
be charged? 

A: If payment for the coffee and lunches is permitted by your 
county counsel, they are expenses of provicun^ the workshop, 
and the cosl-s should be charged to 5800, Ot'iet Operating 
Expense classification. 



REF : California School Accounting Manual. 
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Q: Dots the J-141 Transportation Report have to agree with the 
J-380/J-580? 

A: Yes, EDP 096 on the J-141 Transportation Report must agree 
with column 6 of the J-380/J-580, EDP 415. 

REF : State Department of Education. Local Assistance Bureau. 

Q: Our district has traditionally abated income received from 
the PTA, student body, or booster groups against the 
transportation costs incurred by those groups. Is this 
appropriate? 

A: No. This is not appropriate. Any income received from these 
groups should be recorded as income of the district under 
other local revenues. The expenditures incurred are 
considered "other miles" expenditures, and are a direct cost 
to the Transportation program which are distributed as a 
documented direct support cost to the program using the 
"other miles. " 

REF: Program Cost Accounting Subcommittee. 

Q: Should mentor teachers payments be coded to 1100 or 1900? 

A: The salary payments for this stipend should be coded to 
object 1900, if the mentor is involved with inservice 
training or curriculum development activities. However, if 
the mentor is providing teaching services only, the salary 
payment should be chaiged to object 1100. 

REF : Program Cost Accounting Subcommittee. 

Q: If a school district sells a junk vehicle which was 

originally donated to the auto shop by a parent, the income 
from the sale is charged to the income account for sale of 
equipment. Howover, the income in our district must be 
credited to the auto shop program so that it is able to 
spend that money. How do we record the income so that the 
auto shop program can receive credit and make the 
appropriate expenditures? 

A: A school district may wish to use program numbers when 

recording income to identify those programs receiving the 
inoome. In addition, if your district sells equipment and 
receives income, increase the expenditure budget of the auto 
shop by the amount of income that has been generated. 

REF: California School Accounting Manual. 
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11. Q: Would you please give an explanation of how the 
J-380/J-580/J-780 will be used by the State. 

A: The State Legislature required in AB 2557 that a program 

cost accounting system be developed so that the system would 
nrovide consistent comparable data to the State. At this 
time, it is difficult to identify specifically the uses of 
the J-380/J-580/J-780. However, it is reasonable to assume 
that tne legislature may use this report when developing 
funding models for various programs. 

REF: AB 2557, Chapter 115, Statutes of 1985 { Education Code Section 56730.5). 
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Special Education 



The Special Education program in our county is run by the 
county office* However, the county office does contract out 
to some districts to run certain classes. How does the 
county office record the expenses for the Special Education 
program? How does the district record the expenses for the 
special education classes, including the expenses that are 
incurred in excess of the payment to the district? 

The county office has primary responsibility for the Special 
Education program. Therefore, the expenditures incurred by 
the county office shall be charged to the Special Education 
program. The contract with the school districts for 
providing certain special education classes shall be 
recorded under expenditure classification 5800. The 
district operating the individual classes shall record the 
expenses under the Nonagency program in the appropriate 
object of expenditure classification. Even though the 
district operating the classes may incur costs that exceed 
the revenue received for the contract, these costs are not 
considered excess costs and are to continue to be reported 
under the Nonagency program. The district operating the 
class will not show these expenditures under the Special 
Education program. 

California School Accounting Manual. 

Can the time of a regular classroom teacher and/or principal 
be documented to the special education assessment program? 

No. The assessment activities performed by the regular 
classroom teacher and the principal are considered ancillary 
functions of their responsibilities and may not be charged 
to special education. The personnel that are normally 
aocumented to the special education assessment program are 
psychologists, nurses, audiolcgists, social workers, etc. 

California School Accounting Manual. 

On the J-580, special education assessment costs rre 
recorded as a direct program cost under Services to School 
Districts but are recorded as direct support cost under 
Internal programs operated by county offices of education. 
Why are these differences in handling assessment costs for 
each of these programs? 

This particular situation is an exception to the handling of 
special education assessment costs. Normally, the direct 
cost for providing assessments is found in the Pupil 
Services program and then is documented back to the Special 
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Education Assessment program. This process is followed on 
the J-580 when the assessment cost ie reported under an 
Internal Service program. However, the services to school 
districts programs are those services provided directly to 
school districts; the direct cost found in these particular 
programs are not distributed as support costs to any other 
program on the J-580. Therefore, if county office personnel 
are providing assessments as a service to school districts, 
there needs to be a provision to allow assessment costs to 
be identified as special education assessment costs racher 
then as pupil services costs on the J-580. If the cost had 
been identified as a pupil services cost under Services to 
School Districts programs, then the special education 
component would not be visible. They would remain in the 
pupil services program because the costs from these programs 
are not distributed back as support costs to any other 
program. 

REF: ?ro 6 tam Cost Accounting Subcommittee. 

Q: Why lis a psychologist included as a PTE under a DIS program? 

A: A psychologist is normally a direct cost to the Pupil 

Servicer program. However, if the psychologist performs DIS 
services as enumerated under the Education Code, then that 
psychologist is performing services as would any other 
teacher and, therefore, is counted as a teacher when 
determining the numb^ of FTEs for each program. 

REF : California School Accounting Manual. 

Q: What kind of expenses would be considered a direct cost of 
the Regionalized Services/Program Specialist program? 

A: Costs associated with SELPA-wide activities, such as the 
SELPA director, are considered a direct cost of the 
Regionalized Services/ Program Specialists program and may be 
reported as such under column la of the J-380/J-580/J-780. 
If the costs are for district activities only, they are 
reported in the Instructional Administration program and may 
be distributed as a documented direct support cost to the 
Regionalized Services/Program Specialists program. 

REF: Program Cost Accounting Subcommittee. 

Q: To which program should an LEA charge the cost of attendance 
reporting at the school site level? 

A: These costs are to be charged to either the Pupil Services 
program or the School Administration program, depending on 
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the specific individual doing the attendance reporting and 
the program to which that individual is charged. 

Program Cost Accounting Subcommittee. 

If our district rents a trailer and operates a SDC program 
in that trailer, would the rental cost be allocated to the 
ftpecial Eduoation/SDC program? 

Generally, the cost of renting or leasing facilities shall 
be distributed as a direct support charge to all user 
programs, not just to a single program. Leased or rented 
facilities costs are considered agency-wide costs of doing 
business and are, thus, shared equally by all programs. The 
only exception is that the documented method may be used to 
distribute costs of renting or leasing a facility on a site 
on which no agency owned facilities are located, when 
required by state or federal agencies for programmatic 
purposes . 

California School Accounting Manual. 

Can RSP and DIS personnel serve severely handicapped pupils? 

Yes. There is nothing that prohibits the delivery of RSP 
and DIS services to severely handicapped pupils. 

California School Accounting Manual. 

Can an assistant superintendent be charged to special 
education? 

If a portion of ie assistant superintendent is charged to 
the Instructional Administration program, the costs can be 
charged to special education, but only as a documented 
direct support cost. 

California School Accounting Manual. 

If an LEA has no transportation program, but has its special 
education nonpublic school students transported by taxi/ 
where do you charge the cost of this transportation? 

All transportation costs, whether paid to individuals, to 
outride vendors, to other LEA's or for in-house 
transportation systems, are a direct cost to the 
Transportation program. These costs are then either 
allocated or documented back to specific user programs. In 
this particular case, since only nonpublic school students 
are transported by taxi, this becomes a specific use 
situation, and these costs would then be documented back as 
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a direct support cost to the Special Education 
Transportation program. 

REF : California School Accounting Manual. 

21. Q: To which program do you charge the cost of transportation by 
taxi of district pupils that attend the county office of 
education Special Education programs? 

A: Direct costs of transportation include costs of actual bus 
operations, plus costs incurred in transporting students via 
taxi, public transportation, or parents. These costs are 
then considered specific use costs and can be documented 
back to the Special Education Transportation program. 

REF : California School Accounting Manual. 

12. Q: If an LEA provides the special education transportation for 

all LEA's within a SELPA, how are the transportation costs 
allocated to the other LEA's in the SELPA? 

A: If the LEA providing the transportation has assumed the 
responsibility for this regional special education 
transportation and is reporting all the costs on the J-141 
and receiving apportionments for these expenses, then the 
transporting LEA would report these costs as direct costs of 
the Pupil Transportation program. These direct costs would 
then be allocated to the Special Education Transportation 
program, based on the pupils transported method. 

If the LEA is providing the transportation as part of a 
cooperative and both the apportionment for the 
transportation and the costs of transportation are 
distributed to each LEA within the cooperative, then each 
LEA would report its own share of the transportation costs 
as a direct cost to its transportation program. 

REF: J-141 Annual Report of Transportation Programs; Program Cost Accounting Subcommittee. 

13. Q: If the special education director spends his/her time only 

in special education, do you have to dcoument his/her time? 

A: Yes. AB 2557 states that you must allocate, unless you 
document. There is no program category called special 
education administration. These costs are part of 
Instructional Administration. Therefore, if you want part 
of the costs of the Instructional Administration program to 
support only one activity, you have to document. 

REF : California School Accounting Manual. 
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If. the only transportation provided is for Special Day Class 
students, do the costs for providing this transportation 
have to be documented? 

All home-to-school transportation costs must be allocated, 
unless, for a specific use bus. However, when using the 
allocation method, allocate only to user programs of the 
Support Services program. In this case, since 
transportation is used only by special education, the costs 
would be allocated only to the Special Education Transporta- 
tion program, assuming that the special day class student's 
IEP has transportation as a requirement. 

California School Accounting Manual. 

If computer equipment and/or software is purchased to 
provide a management information system to track special 
education students relative to attendance, IEP data, etc., 
can the cost of that equipment, plus the ongoing operational 
costs of the program, be a documented direct support cost to 
special education? 

Special education administration is a part of the 
Instructional Administration program. Therefore, the 
purchase cost of that equipment and/or software would be a 
direct cost to either the Instructional Administration 
program or the Centralized Data Processing program. If the 
services to provide a management information system Wire 
contracted from a centralized data processing facility, the 
cost would be a direct cost to the Centralized Data 
Processing program. In both instances, these costs should 
be documented back to special education as a documented 
direct support cost. 

If the management information system is provided as part of 
the overall Regionalized Services program, then the costs 
should be a direct cost to the Regionalized Services 
program. 

California School Accounting Manual. 

If you have a child in a special day class who is 
orthopedically handicapped and rides a wheelchair bus, must 
transportation be written in the IEP in order to allocate 
transportation costs to special education? 

Yes, it must be written in the IEP. 

California School Accounting Manual. 
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17. Q: If transportation is not written in the IBP, must you factor 

the cost of transporting that student out of the total cost 
of the bus? 

A: No. The student would be counted as a regular education 
student, and the cost would to allocated to the Regular 
Education program. 

REF: California School Accounting Manual. 

18. Q: Can you allocate part of the costs of payroll preparation to 

special education? 

A: Part of the cost of the payroll that is prepared by your 
internal service staff will be distributed to special 
education as an indirect cost. The cost of auditing the 
payroll by your services to school district staff will not 
be allocated to Special Education. 

REF : California School Accounting Manual. 

19. Q: The county office of education receives funding from the 

State for special education. Is the county of lice recording 
the total costs of the program in its accounting records? 

A: If the county office of education is accumulating the 

attendance information, crediting the a.d.a. to the school 
district, and receiving the revenues through its J-50 for 
that class, the county office of education would report the 
expenditures as its instructional program expenditures. 

REF : California School Accounting Manual. 

20. Q: To which program do you charge legal and other expenses for 

fair hearings? 

A. The costs for fair hearings are direct costs to the 
Instructional Administration program and then may be 
documented back to the Special Educc.ei.on program as a 
documented direct support cost. 

REF : Program Cost Accounting Subcommittee. 

21. Q: Can an RSP special education student be counted for 

home-to-school transportation as a special education 
transportation cost? 

A: An RSP student may not be counted for special education 
home-to-school transportation unless the IEP requires 
home-to-school transportation in order to receive RSP 
services not given at the neighborhood school. Generally, 
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only a special day class student may be counted for special 
education home-to-school transportation- 



REF : California School Accounting Manual. 

Q: If the SELPA director is employed by the county office of 
education, are those costs to be reported in the special 
education area of the J-580 or in the Nonagency Activities 
program? 

A: All special education regionalized activities which are 

provided on a regional basis (not district-only basis) will 
be recorded as a direct cost to the Regionalized 
Services/Program Specialist program. Therefore, in the 
question the SELPA director would be a direct cost to the 
Regionalized Services/Program Specialist program. If there 
are regionalized services activities that are provided by a 
district for itself only, then those costs would be recorded 
as direct costs to the Instructional Administration program 
and may be documented back to the Regionalized 
Services/Program Specialist program. 

REF : Program Cost Accounting Subcommittee. 
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"oint Powers Agreement (JPA) Accounting 



Q: What is the definition of a JPA? 

A: An educational JPA is defined as one where the participating 
entities provide instructional or support services to the 
educational programs such as a special education JPA, ROP/C 
JPA and/or a transportation CPA. 

A noneducational JPA is defined as one where the 
participating entities do not provide instructional or 
Fdpport services to the educational programs such as 
insurance JPA. 

REF : Joint Powers Agreement Accounting Subcommittee. 

Q: To whom do JPAs report? 

A: Educational JPAs that currently report to the Department of 
Education will be required to continue this reporting 
relationship. Individuals within the Department of 
Education will determine the necessary reporting formats and 
timelines. 

Noneducational JPAs will report to other state agencies, as 
deemsd necessary by the state agencies. The state agencies 
must ensure compliance with all pertinent Education Code and 
Government Code regulations. 

Educational JPAs that do not currently report to the 
Department of Education will be required to report to their 
component school districts and/or county offices of 
education and the State Controller's office via the audit 
report . 

REF : Joint Powers Agreement Accounting Subcommittee. 

Q: How should I account for transfers from my district to a 
JPA? 

A: For educational entities participating in a noneducational 
JPA, the amounts transferred to the JPA that represent 
payments by the educational entity shall be recorded in the 
appropriate 3000, 4000, 5000. and/or 6C00 account series. 

Separate income and expenditure accounts will be used for 
the transfer of payments from school districts and county 
offices of education to educational JPAs. These accounts 
are under the incoming and outgoing transfer series of 
account numbers. 
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If a participating educational member of a jpa is requested 
to provide service to the JPA via a contract, the 
participating member will record expenses as an interagency 
contract service under the nonagency program classification. 

REF : Joint Powers Agreement Accounting Subcommittee. 

Q: our district has a joint powers agreement with another 
school district to provide ROP/C programs, our district 
maintains the fiscal records for the ROP/C and provides this 
separate accounting through usu of a separate fund. How are 
direct support and indirect costs distributed to the ROP/C 
program in this situation? 

A: In the situation described above, the ROP/C is a legal jpa. 
Therefore, the ROC/ P would function as an independent school 
district does and would file a separate J-780 for the ROP/C 
operations. Any support provided by the school district 
should be recorded as a Nonagency program, account number 
5800 expense. 

REF: Joint Powers Agreement Accounting Subcommittee and the Program Cost Accounting 
Subcommittee. 

Q: How would one account for the following income and 
expenditures by object and program for the following 
situation? An LEA receives an apportionment for the ROC/P 
program, but is part of a jpa and transfers the money to the 
JPA. The LEA continues to operate programs on a contract 
basis for the JPA. 

A: The LEA receives the income as part of its apportionment and 
records this income to account code 8611; the LEA then 
transfers the entire apportionment to the JPA by using 
account number 7490 (Other Transfers) . The expenditures are 
recorded to the Other Outgo program. If the JPA 
subsequently contracts with the LEA to operate programs, the 
LEA would record the income under 8877, Interagency Revenues 
and record the expenditures to the appropriate object of 
expenditure classifications using the Nonagency program 
designation. The transaction are recorded in this manner 
because the LEA operating the programs does not have 
responsibility for the programs, but simply provides them on 
behalf of the JPA. 

REF : California School Accounting Manual. 
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Rentals and leases A-4 
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Retiree benefits A-12 
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ROP/C A-3, A-16, B-2, C-3, C-5, S-2 
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Shared teacher workrooms E-14 

SIP E-4 
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Substitute salary A-14 
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Support staff A-2 
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Teacher changing at mid-year E-4 
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Transportation by taxi R-4 

Transportation costs L-2 
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Transportation program E-4 
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LIST OF DIRECT COST 



FOR OOHHN 1 OF THE J-380/580 



TYPE OF 



nURE 



PROGRAM TO WHICH EXPENDITURE 
IS A DIRECT COST 



1. Assistant superintendent of 
instruction 



2. Athletic program 

3. Board and lodging to pupils in lieu 
of home-to-school transportation 

4. Cafeteria retiree benefits 

5. Child/student study teams 

6. Coaching stipends 

7. County office of education - food 
service serving only special 
education students 

8. COPS 

9. Crossing guards 

10. Custodial overtLse for conmunity 
services activities 

11. Data processing maintenance of 
equipment 

12. Earl" retirement incentives/bonuses 



13. Equipment repairs 



14. Field trips 



15. Fire and liability insurance 



16. GATE programs - state and district 
ejqpenditures 



Can be charged 50% to 
instructional administration 
and 50% to district/CSSF 
administration 

Regular Education (K-12) 

Transportation program 

Retiree benefits 

Pupil Services 

Regular Education (K-12) 

Food Services (exception - if 
EEP requirement) 

Other Outgo 
Community Services 
Community Services 

Data Processing 



Program to which the person 
receiving the bonus is charged 
as a direct cost. 

Charge to the program using 
the equipment 

General or Special Education 
or Special Project 

District/county office 
administration 

Gifted and Talented Program 



17. Health workshop for nurses 



Pupil Services 



TYPE OF 



7TURE 



HCGRAK TO WHICH EXHUDITORE 
IS A DIRECT POST 



18. 

19. 

20. 

21. 
22. 
23. 
24. 
25. 



26. 
27. 
28. 

29. 
30. 
31. 
32. 
33. 



IMC projectors loaned to various 
programs 

Independent study centers (Education 
Code 46300 [e], etc.) . 

Independent study programs but 
operated as part of another 

Juvenile Court Schools 

latchkey program 

local day care programs 

Low-incidence program 

Maintenance and repair of 
motor pool vehicles 



Maintenance job orders 
Maintenance work orders 
Microconputers 

Noc n duty sup^. 'isors 

Outdoor education program 

Payment for deficits 

PERS reduction from revenue limit 

Fhone lines installed exclusively 
for cctrputer operation 



Instructional media 

Independent Study Center 

Other program i.e., 
continuation education 

Instructional Administration 

Child Development Fund 

Child Development Activities 

Special Education 

Vehicles used for purposes 
other than student 
transportation or specific 
individual programs are 
charged to district 
administration . 

Maintenance 

Maintenance 

Charge to Program Using 
Computer 

General Education 
Regular education 
Other Outgo 
Other Outgo 

Centralized Data Processing 



34. Photo copy 



35. Postage 

36. Principal of special education school 
and in change of transportation program 



Cha^ 
se> 



o program using the 



Administration 



Charge proportional to Special 
Education School 
Administrat on and to 
Transportation . 



TYPE OF 



PTURE 



PROGRAM TO WHICH EXPENDITURE 
IS A DIRECT O06T 



37. Program specialist or regionalized 
services providing LEA services only 

38. Program specialist or regionalized 
services providing SELPA-wide services 

39. Project director/district-funded 



40. Projectors purchased by specific 
program 

41. Psychologists providing IEP-reqaired 
DIS services 

42 . Publications 

43. Rents v. leases of classrooms 

44. Retired personnel benefits 

45. ROC/P transportation expenditures 

46. ROP class operated by LEA under 
contract with another DBA 

47. ROP classes operated by the LEA 
as their program 



48. Special Education Director 

49. Special education excess cost payments Other Outgo 



Instructional Administration 



Program Specialist/ 
Regionalized Services 

Special Projects 
Administration 

Charge to that specific 
program 

Special Education - DIS 



Charge to Program Using 
Publication 

Facilities Rents v. Leases 
Retiree Benefits 
Transportation 
Nonagency 

ROP 

Instruction Administration 



50. Superintendent/principal (small 
district) 



51. Taxi, public transportation, or 
parents' transportation expenses 

52 . Telephone 

53. Telephone charges specifically 
defined in grant 

54. TRANS 

55. Travel and conference 



70% school administration and 
30% district adotdnistration 
(without documentation) 

Transportation 



Operations 
Operations 

Other Outgo 

Charge to program where staff 
is charged 



2 
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56. Typewriters and their maintenance 
cost 



57. Utilities single-program metered 



PROGRAM TO WUCH EXFENDITOKE 
IS A DIRECT OQgT 



Typewriters are direct cost to 
program that owns or uses 
them; maintenance costs follow 
where equipment is charged. 

Operations 



# 



2 SO 



# 
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CALIFORNIA SCH30L AOCOCNTING MANUAL, 1988 EDITION 
OBJECT OF EXPENDEIQRE COOES BY MAJOR UROGRAM 
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Exhibit 4-1 



OBJECT OF EXPENDITURE CODES, BY MAJOR PROGRAM 
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Exhibit 4-1 (cont.) 
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tdMfr 

Mon 




111 


Hi 




HmHi 


ill! 


** 

POOH* 

*9 


MTCt 


oporalon 




Educ* 
tenH 


Otw 


Heahh and Welfaw Benefits 

i uuuuviai 


# 


# 


































• 


• 






3420-Noninstnictional 














































Unemployment insurance 

«w i v^—fi n u uwm mi 

3520-Noninstfuctional 


# 


# 


































• 


0 






Workers* Compensation 

3610-lnstuctiona! 

3620-Noninstructional 


• 


• 










































Other Benefits 
3910-lnstructional 


• 


• 


































# 


• 






3920^lnstructiond 














































4000 Books and Suppdet 















































4100 Textbooks 


• 


• 


































• 


• 






4200 Books Other Than Textbooks 


• 


• 


• 


• 










• 
















• 


• 






4300 totrucfoto. Materials &>d Supplies 


• 


• 


• 


• 










• 




















• 


• 






4500 Otier Supplies 


































— 












4600 Pupil Transportation Supplies 




• 
























• 


















4700 Food Service Supplies 




• 






























• 












5000 Services and Other Operating 
Expenditure* 

5100 Personal Services of Instructional 

Corotuttants, Lectuvws, and Others 

5200 Travel and Conferences 


0 


• 


• 


• 




• 


• 


• 


• 




















0 


a 






5300 Dues and Memberships 






































1 
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• Special education DIS units only. 
' Noon duty only. 

• Special education DIS units and noon duty only. 

• One-time retirement stipends. 

(*0O 



• Servtoee provkMd under t» CMc Center Act 
f Only during construction. 

• Dedicated phone inee only. 

h Adult Education, Cafeteria and Chid Development fonds only. 
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APPENDIX F: 
[TORE RECTASSmCftTICN WORKSHEET 



# 



t 
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On ? • 



• 



CORAECTIOKS TO DIRECT COSTS 



SCHOOL DISTRICT 



Prograi Uaoe 



leCUUR EDUCATION 

23(0 clerical 

3000 Benefits 

$100 Vision Screening 

5600 Audiometer Maintenance 

5800 AV Contract 

5800 AV Repairs 

Iron proqra 790 

Corrected Total 



Direct 
Costs 

2,633*169.40 !! 



Special Instructional Instructional School 
Instruction Projects Adiin Media iVfcin 



II 

1 1 
1 1 

II 

1 1 



1,300.00) 
1237.(8) 



15,201.001 
17)3.311 



Pupil District Pupil 
Services Adiin Transportation facilities 



11,193.001 
11(3.001 



Other 
Outgo 



!! 



Corrected 
Direct Costs 

"iiuiiiiMo" 

11,300.001 
1237.481 
11,193.001 
11(3.00) 
15,201.001 
1733.311 



(Roundedl 



995.08 



!! 

0.00 tS. 934.31 1 ll.537.4SI 11.336.001 0.00 0.00 0.00 0.00 0.00 I! 2,625,276*69 2,625,277 



GATE 



Corrected Total 



5,7(7,09 :: 



SPECIAL EDUCATION 

soc 

Corrected Total 



RSP 



Corrected Total 
DIS 

frn prograi 7(0 
frtxs proqrai 7(0 
Corrected Total 

Nonpublic Schools 
Corrected Total 



410 
420 
4)0 



226,053.29 I! 



60, ^3.55 ;: 



0.00 
0.00 



0.00 



9,290.34 
1,695.16 
9,975.50 



0.00 0,0 



(60 32,951.75 !! 



0.00 

SUBTOTAL SPBCiAL EDOC 416*705.16 jj 9,975.50 0.00 0.00 0.00 0 



0.0 
0.00 



SPBCIAL PROJECTS 
ECIA I 
Corrected Total 

ECIA II 
Corrected Total 



540 
542 



94-142 Discretionarj Grants 549 
Corrected Total 



89,889.87 !! 



24.ojo.64 



6(4.00 :: 



3.00 0.00 



SIP 



Corrected Total 



611 146,281.59 \\ 



Hentor Teacher 
Corrected T< 



'oUl 



CTIIP 
Corrected Total 

m 



Corrected Total 

Youth Connection 
frm pruc^ j 750 
Corrected Total 

SUBTOTAL SPECIAL PROJECTS 



619 
624 
545 



18,326. 



ii 



3,010.(7 !! 



0.0 
0.0 



0.00 



0.00 
0.00 
0.00 
0.00 
0,00 

0.00 



0.0 

0.00 0,00 0,00 0.00 0.09 0 00 j : 5^ 747 Ida 5,7(7 



5. 



0.00 



0.0 

o.o 



0.00 



99,906.58 
98,906.58 



98,906 



226,053.29 

216,053.28 226,05) 



60,793.55 
8.290.34 
1,685.16 

70,769.05 



70,769 



0.00 
0.00 



0.00 



32,951.75 
32,951.75 



32,952 
(28,680.66 (28,680 



0.90 



0.0 
0.0 



89,899.97 
99,999.97 

24,030.64 
24,030.64 

(44.00 
(44.00 



99,890 
24,0)1 
'((( 



0.00 



0.00 



0.00 
0,00 



o.oo !! 



0.00 !! 



0.00 (,9(8,00 0,00 0,00 0,00 0,00 0,00 0,00 0.0 
371,002.3) j! 0.00 (.968.00 0.00 0.60 M0 0.00 0.00 0.00 O.OO 0.0 



1(6,281.59 

1(6,261,59 146,282 



HAH 

3,010.47 
3,010.47 

88,819.45 
68,819.45 

0.00 
4,968.00 
4,968.00 



18,326 
3,010 
18,819 



4,968 

375.970.33 375,970 



SUPPORT SERVICES 
Instructional Adiinistratton 710 
Corrected Total 



47,594.15 



Instructional Media 
Iron prograi 100 
froa pnwrai 100 
Corrected Total 

School Adunistration 
fn* prograi 100 
fn* proqrai 100 

Corrected Total 



720 53,121.63 !! 



730 



252,5)5.21 !! 

ii 



0.00 0.00 



0.00 0.00 



0.00 0.00 



7)3.11 
5,934.31 



0.00 



0.00 



0,00 



1,100.00 
237.(9 
1,537,(9 



47.594.15 
(7,594.15 

53,121,61 
5,201.00 
733.31 
59.055.94 

252,535.21 

'« 

254,072.69 



(7,594 



59,056 



254,073 

(l J 



CURSECT10HS TO OUKT COSTS 



SCBOOL DISTIICT 



r 

to 



Prograi $m 


i 


Direct 
Costs 


Instruction 


Special 
Projects 


Instructional Instructional 
Mtio (Wis 


School 
Mun 


Pupil 
Services 


District 
rain 


Pupil 

transportation Facilities 


Other 
outgo 




Corrected 
Direct Cwti 


1 Hounded 1 


1SN DIS Pifdiologiit 
MM Fringe BeoefiU 
Ivm prograi 100 
fit* prograi IN 
Corrected Total 


7(0 




! 10,190.3(1 
J 11,605,161 

! 19,975.501 


0.00 


0 00 
v.vv 


0 OA 


0.00 


1,193.00 

111 AA 

1(3.00 
1,336.00 


0.00 


0.00 0.00 


0,00 


ii 

1 I 
1 1 
M 
1 1 
1 1 
1 | 

o.oo ii 

0 s 


(1,(05.161 
1,193.00 

IJ1 AA 

60,009.16 


60,009 


m District tVkin 

* A | A M 1 ft A ■ ■ 

glj Tout* Couectin 

7(12 luterfund Traaifer 
Corrected toUl 


750 


578,lb.M ! 


! 0,00 


((,900.001 
((,960.001 


0.00 


0.00 


0.00 


0.00 


11(0.001 
12(0.001 


0.00 0.00 


1250,000.001 
1250,000.001 


II 
I 1 
1 | 

1! 
1 1 
1 1 

o.oo ii 

j i 


576,119.94 

ll rVs AAI 

((.96O.D0I 
12(0.001 
1250,000.001 
322,911 .94 


312,912 


Data Fwceaing 
froi prograi 750 
Corrected Total 


760 


7,124.20 ! 


, A AA 

i 0.00 


A r,n 

0.00 


0.00 


0.00 


A AA 

0.00 


A AA 
0.00 


2(0.00 

11 A AA 

2(0,09 


ft rtfl A AA 

OiOO UiUU 


A AA 
0.00 


II 
1 1 
1 1 

A AA 1 1 
0.00 II 
1 1 


7,124.20 
240.00 

1 Mi 1ft 


1 HI 


Hainteaance 
(lOt Site tyroveint 
Corrected Total 


770 


181,350.10 ! 


! 0,00 


0.00 


0.00 


' 0,00 


0,00 


0.00 


0.00 


(9,(00.001 
0.00 19,(00.001 


0.00 


II 
1 1 
1 1 

o.oo ii 


lBl.3S0.l8 
(9,(00.001 
171,950.10 


171,950 


Operatioos 
Corrected Total 


11 A 


451, 226.12 ■ 


i o.oo 


0,00 


0.00 


0,00 


0.00 


0.00 


0.00 


0.00 0,00 


0.00 


ii 

0.00 || 


(51,216.12 


(51,116 


TraMportatio* 
5700 Field Tripi 

ww spec fa nr to Liberty 
Corrected Total 


7» 


314,705.03 j 


j 1095,001 
| (095,001 


0,00 


0,00 


0.00 


0.00 


0.00 


0.00 


0.00 0.00 


(33,611.551 

\jJi jjO.I jI 

(07,560.001 


1 1 

1 1 

II 

1 1 
1 < 

II 

o.oo ;| 


3H.765.03 
1895.001 
(33,611.551 

in fltc jej 

216,311.75 


116,313 


SUBTOTAL SWOtt SfSVtCES 




1,054,505.92 ! 


j 110,070,501 


((,900.001 


0,00 


5,934. 31 


1,537.(0 


1,336.00 


0.00 


0.00 19,(00,001 


(337,560.001 


o.oo ii 

.ii 


1,600,507,13 


1,(00,507 


mmm sovices 

Fringe fleoefiti 
Corrected Total 


170 


1,0/*. 55 i 


| 0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


U.lti) 


0.00 U.00 


0.00 


1 1 

ii 

o.oo i| 


1,0/b.JJ 

1,076,08 


1,077 


subtotal m services 




1,076.00 j 


| 0.00 


0.00 


0.00 


0.00 


0.00 


o.oo 


0.00 


0.00 0.00 


0.00 


0.00 || 


1,076.88 


1,077 


FACILITIES 

rm prograi 770 
Corrected Total 




19,235,24 ] 


! o.oo 


0.00 


0 00 


0 00 


0.00 


0.00 


0.00 


0 Jftft AA 

0.00 9,400.00 


0.00 


» 1 

II 

o.oo ii 


29.235.24 

A IAA AA 

9,(00.00 
38,635.24 


38,635 


OTO OUTGO 
Tiiitioti 
froi prograi 7)0 
froi proqrai 7M 
Corrected Total 




A AA I 

0.00 i 


i o.oo 


0.00 


0.00 


0.00 


0.00 


0.K 


0.00 


0.00 0.00 


33,611.55 
53,956.45 
97,560.00 


■ ir 
u 
• i 

2 1 

0.00 ii 

II 


0.00 
33,611.55 
53,950.(5 
87,5(8.00 


87,568 


Ml Other Outgo 
iron prograi 7S0 

Corrected Total 


670 


53,447.30 


i 

| 0.00 


0.00 


0.00 


0.00 


0,00 


0.00 


0.00 


0.00 0.00 


250,000,00 
250,000,00 


1 1 
1 1 

II 

0.00 jj 


m 

303,447.30 


303.447 


SUBTOTAL OTHER OUTGO 




S3.447.30 


j 0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 0.00 


337,560.00 


0.00 jj 


391,015.30 


391,015 


total, mm m 




5,(66,909.31 ! 


: o.oo 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.09 0.00 


0.00 


o.oo ;: 


5,466,909.31 


5,(66,909 
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APPENDIX G: 
SAMPLE EMPLOYEE ACTIVITY WORKSHEET 



SAMPLE 



Employee Acitity Worksheet 

(Documented Direct Support) 

School District Period Covered (Month/Year) 

Employee Name __ Social Security No. 

Position/Title 

NOTE: If employed in two or more support positions, complete a separate form for each position. 



I. To be completed when the assignment is to more than one program 



Program Activity 


1 


2 


3 


4 


5 


6 


7 


a 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 




23 


24 


25 


26 


27 


28 


29 


30 


31 


1 














































































































































































































































































































































































































Total Hours Worked 





II. To be completed only when the entire assignment is to one program or category 



Program Activity 



III. Certification 

I certify that the information recorded on this report is true and correct to the best of my 
knowledge. 



Signature of Employee 0ate 



Signature of Supervisor 



Date 



SAMPLE 



INSTRUCTIONS 



INSTRUCTIONS FOR COMPLETING FORM 



1. Enter the name of your school district. Complete a separate form for each district/county office. 

2. Enter your name and position/title. 

3. Enter the period covered (i.e., September 1985). This form must be submitted at th» end of each 
calendar month. 

4. Enter the date and record the total amount of time per day devoted to the activities listed. 

5. Recording time: Time is to be recorded in hour(s) and minute intervals of 15 minutes (.25), 30 
minutes (.50), and 45 minutes (.75) per each assessment activity as appropriate. Round off to the 
nearest quarter hour Interval. 

6. Sign and date the certification and forward to your supervisor. 

7. This is a certification form only. It is not designed to be a contemporaneous record. 
Contemporaneous records (i.e., a time calendar or its equivalent) must be kept in addition to this 
form so that assessment activities can be verified by the school districts or C0E ( s auditor. These 
will also be collected at the end of the school year. 

DESCRIPTIONS OF SERVICES 

This form must be completed by all "specialized staff" providing special education assessment cervices to 
children identified or being re-evalutUo regarding their handicapping condition. This includes 
psychologists, nurses, and others classified as specialized staff. Special Day Class teachers, RS, and DIS 
staff do not have to keep a record of time as they keep student registers documenting time. The following 
areas of time are to be documented: 

1. Special Education Assessment 

Assessment for special education begins from the date of the written referral and includes 
evaluation of the child, preparation for and participation in IEP meetings. The following tasks are 
included: (1) testing; (2) consultation with parents and other profess' >nals; (3) data gathering 
(i.e., requesting student records); (4) student observation; (5) reviewing student files; (6) report 
writing; (7) IEP meetings; (8) travel time when the assessment activity is the primary reason for 
the travel. Assessment may occur prior to or during a child's enrollment in a special education 
program. Special education assessments shall include assessment for a student who is subsequently 
found to be ineligible for special education. Student study team activity is rot included in this 
area. 

2. Direct Service 

Examples are counseling or health services that are specified on the student's IEP for service. 

3. Other Special Education 

Task forces, staff development in the area of special education, consultation or observation of a 
special education student (which is not part of the assessment activity), follow up on students, 
curriculum development for special education, lesson preparation, dealing with parent concerns with 
regard to student progress, and project writing are all examplr > of other special education 
activities. 

4. Other Regular Education 

GATE, SIP, Chapter 1, Student Study Team, and consultation with regular education teachers or 
regular education students are all examples of other regular activities. 



11/4/85 
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APPENDIX H: 
SAMPLE SPECIAL EDUCATION ASSESSMENT ACTIVITY WORRBHEBES 



SAMPLE 




SPECIAL EDUCATION ASSESSMENT ACTIVITY WORKSHEET 



school Bisniin jNoiLtflJio.JUaif.ied. covered ihonth/vcar) ..s e& jjecibejc..asa& 

EMPLOYEE NAME .... M .?. r t. h . a ... J .?. n .!- S . POSITION/TITLE... .?fychol Oqlst^ 



SPECIAL EDUCATION ASSESSMENT ACTIVITY 

»t««MMMK«««t«t*ei**xsi=«sssssssssrss«ss«ss5Ssss=ssssssssss«rsssssssrs*s«sss«s««ss*rsssssssrrsrssasr: 

Says of the Calendar Month 



: l : 2 : 3 : 4 i 


5 ! 6 ! 


7 : e : 


9 


10 i 


n : 12 : 13 : 


14 i 


15 : 16 : 


i i • • i 

15 : 4.5' 


5 |4. 5 1 


i i 
• i 
• 
i 


4.75 


5 


5 ! 5 14.75 1 




: 2 i 


Nuiber of Hours Per Day 

stssKtsstts»stts*txissxts2stzstsszrrzsssr 




:rscsss&ftsssss?rssscszss3:£ssxsssrss3 


•ssssssssxcssss 


cssssxxsstsstctsiszssszts&zs: 

Davi of the Calendar Month 








:sss:rssssxs:srsssss:scssrss: 


.scsxxs: 


sssxssrssssszs; 


17 ! IB ! 19 • 20 


21 : 22 


2? ! 24 


25 


: 26 


! '27 ! 28 ! 29 

I _ 1 1 


30 


31 : total: 


! 4 i 3 j 5 i 3 


1 1 
1 * 
1 • 
t 1 


.3.25; 4 


1 5 


,4.5 


t I 1 


; 3 


$4.25; 

i » 


^ Nuiber of Houri Per Diy 






:sr?;sssxsssrtKSSsssss£Ssxr«5J 







CERTIFICATION: 

1 certify that the inforiation recorded on this report ii true and correct to the lest of iy knowledge. 

Slonaiure 6? Eiployei // Bale 



Si^aEuri"o7*jWervIigf " Sale 



This represents a completed sample Special Education Assessment Activity 
Worksheet. Martha Jones has recorded her total daily time spent on assess- 
ment activities. She will turn this in each month to her Supervisor. 
Martha must also maintain a contemporaneous record such as a calendar to 
substantiate this form. Attached is a copy of her calendar to substantiate 
this form. 

Please note that the hours recorded on her calendar agree with the total hours 
reported on this form for each day. Martha's calendar is a district record and 
must be maintained as a clasr three record for a period of three years after 
th& end of the fiscal year in which the forms are filed. 
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ton c* n t«nher * t 1985 






ton Seotenber 10. 1985 


1 


o« Seoteitiber 11. 1985 1 


WW 




ft Whom StrviCM 




For Whom Jkrvktti 






J 












■ 






- 




30 
















1 


A.M. 


00 








Travel - County - 1EP 






— f-1 


30 








Mto. for John James 






Reoort writina for 




9 


00 


1FP Meet 1 no for I 






8:00 - 9:00 « 1 hr - Ir 


avel 




- jonn dames | 


IS 


Tim Smith 






9:00 - 12:00 » 3 hrs - 


Mtq, 




- Tim Smitn | 


30 










i?.nn - i«nn ■ i hr - i 


rave 


] 






A.M. 


45 










! 










18:30 - 11:30 * 3 hrs.| 


10 

AM. I 


001 




9 - 12 » 




















IS! 




3 hrs. 


















r— i 


30 j 




















*5! 


















1 1 


1 


00 




















• 


11 

A.M. 


IS 




















! 


30 




















I | 


45 




















1 
1 


19 

| 

f.M. 


00 


















1 i 


15 


















i 




30 


















i 




45 










f 










i 


1 


00 


















15 
















Hi 


30 
















1 






45 














1 


2 1 

P.M. 


00 


Consultation on Tim Sr 


nth 




th 




f Data Gatherina on 1 1 


15 


Marv Jones 










: Steve Johnson ■ ! i 


301 














— i — 


i 


b-nn . fl-nn = * h.s ! ! 


451 


H — 


? - 3 m 










1— 

1 




» i 
• > i 


3 

• F.M. 


00 




1 nour 












■ 


i 


1 i 


15 
















1 L_j 


30 


Report on 
















I 1 I 


45 


Tim Smith 


3:30 - 4:! 


— i 

H 


i 








1 ^ 


I ill 


4 

r.M. 


00 




.75 noun 












i !— U 


IS 






, i 










30 














1 J 


45 














1 






00 


Total Daily Assessmen 


* 




Total Daily Assessment 






i Total Daily Assessment | 


; 




Hours « 4.75 hours 






Hours * 5 hours 






1 Hours s 5 hours ! 


< 


5 

r.M. 


30 














1 1 




|45j 














1 




6 

r.M. 


100 


















I 


15' 


















1 


30 




















45 




















r.M. 


lop 




















T5 




















,30 




















45 














i 








AO 








o . ' n 












FRLCO 





















• 



SCHOOL DISTRICT. 
EMPLOYEE UAHE__. 



SAMPLE 

SPECIAL EDUCATION ASSESSMENT ACTIVITY WORKSHEET 

PERIOD COVERED (HONTH/YIAR). 
POSITION/TITLE , 



SPECIAL EDUCATION ASSESSMENT ACTIVITY 



• •••••• | * 



3 ! 


4 : s : 


6 : 7 : 8 : 


9 ; to 


n : 12 : 13 : H : 


15 ! 


16 




I 

t i 
i I 


i i ■ 
i • 
i i i 


i 
i 


i i i 
i i i 

• ' ! 







Nutter of Hours ftr Day 



«S8SIISKSSS«SSS«SS««SSSSSSSSSKSSSSBSS8SSSSSSSSSSSSS£S£ZCSSS5SSS1 



ISSSBSSSSSSSSSSS 

«sss«rxssrssr«ssssstcssss«s««s«ssssssss«sssscxss 





20 : 2i : 


"irV 23 ! 24 ! 


"25 : 26 i 


27 ! 2fl ! 29 ! 30 I 


•1 1 

OA 1 


TOTAL 


#-!•""! ■" 


i i 
i i 
i i 


1 I 
I 1 
1 1 1 


1 
1 

1 1 


: : : 

! I J . .J 







Nueber ol Hours Per Day 

««et««*w!««««tssssr«s«tss«tssi«si5Ssrssrsrsss.res«sss=ssisssrss.— x-se.-s— s.b 



CERTIFICATION: 

I certify that tht information recorded on this report is true and correct to the lest ol ey knowledge. 



SIsnilurc'oT'EipIoyee""" 
5IgnHure"oT"5upervis6r" 



Bale" 
"Dili" 
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HIIIII«lMltM#IMII4ftlMMI»tl«H<fll*SfHfltl|HIMI«Mt«IIIIIHMlflMIMIIfllMf«»««MM»f4^!»»fM»l<«IIM«llflM««M4|««# 4 H|MI 

wamm 

Tail Un tui ii ciiilttfd »y ill 'fncialind tU1V iroridjij smiif tducitin 2t£!l»£!i! "nicis to cniidrii 11 tn 
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Attachment To: 
Form J-380 Instructions 



REPORTING SUPPORT TRANSFERS TO THE ADULT EDUCATION FUND 
CAFETERIA FUND/ ACCOUNT AND CHILD DEVELOPMENT FUND ON FORM J-380 

The Annual Program Cost Data Report provides for the transfer of 
direct support costs and indirect costs from the General Fund to 
the Adult Education Fund, the Cafeteria Fund/ Account , and the 
Child Development Fund. 

The purpose of this attachment is to guide school districts in 
properly displaying these support transfers in accordance with 
the standards prescribed by the State Department of Education. 

ADULT EDUCATION FUND 

Direct support and indirect costs transferred from the General 
Fund to the Adult Education Fund are reported on line EDP No. 
425, "Less Support to Adult Education", of Form J-380. 

Tn the example used here, the Adult Education Fund was charged 
for the following: 

Direct Support Costs: 

Allocated Plant Maintenance $ 3,000 

Allocated Plant Operations 7,000 

Indirect Costs: 30. 000 

Total Costs Transferred $40,000 

All charges for support were actually transferred from the 
General Fund to the Adu] t Educatir.i Fund using the 7300 accounts 

Note: please refer to page 7 for a completed example of the 
following entries on Form J-380. 

Columns la and 3: "Direct Charges/ Ad justed Direct Costs" 

Enter the total of all support costs, both direct support 
and indirect support:, that have actually been u^ansf erred 
to the Adult Education Fund. This will be a negative 
entry. 

IN THIS EXAMPLE, THE TOTAL ACTUALLY TRANSFERRED IS $40,000. 
(THE ENTRY MADE IN COLUMN la IS -$40,000). 
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Column 5: "Allocated Direct Support Costs" 



Enter the total of all direct support costs that have been 
allocated t r programs reported in the Adult Education Fund. 

The amount of allocated direct support is entered onto Form 
J-380 from Worksheet #4 (yellow), page 9, column 12, line 
EDP No. 425. 

IN THIS EXAMPLE, THE TOTAL ALLOCATED DIRECT SUPPORT IS 
$10,000. (THE ENTRY MADE IN COLUMN 5 IS $10,000). 

Column 6 ; "Total Direct and Direct Support Costs" 

Enter the difference between the actual costs transferred to 
the Adult Education Fund as shown in column 3 and the costs 
allocated in column 5. 

IN THIS EXAMPLE, THE TOTAL FOR COLUMN 6 IS -$30,000. 

Column 7 : "Indirect Costs" 

Enter a positive amount equal to the negative amount shown in 
column 6. This represents indirect costs charged to the Adult 
Education Fund on the J-380 report. Note: If the amount in 
column 6 is positive , enter a zero (0) in this column. 

IN THIS EXAMPLE, THE TOTAL INDIRECT COSTS ACTUALLY TRANSFERRED 
IS $30,000. 

Column 8 : "Total Program" 

Enter the sum of column 6 and column 7. 

The total for this column should always be zero. A positive 
amount in this column represents support charges to Adult 
Education programs which have not been actually transferred to 
that fund from the General Fund. 

IN THIS EXAMPLE, THE TOTAL PROGRAM COSTS ARE ZERO. 



CAFETERIA FUND/ACCOUNT 

Direct support and indirect costs transferred from the General 
Fund to the Cafeteria Fund/ Account are reported on line EDP No. 
426, "Less Support to Cafeteria Fund," of Form J-380. 

Direct sup' t and indirect costs for Food Services activities 
which are „<imaining in the General Fund (and which are not to be 
paid by the Cafeteria Fund/Account) are reported on line EDP No. 
455, "Food Services," of Form J-380. 
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In the following example, the Cafeteria Fund/ Account was charged 
for the following: 

Direct Support Costs: 



Allocated Plant Maintenance 
Allocated r lant Operations 



$ 5,000 
15,000 



Indirect Costs: 



45.000 



TotaJ Costs Transferred 



$65,000 



All charges for support were actually transferred from the 
General Fund to the Cafeteria Fund/Account using the 7300 
accounts. 

Note: Please refer to page 7 for a completed example of the 
following entries on Form J-380. 

Columns la and 3: "Direct Charges/ Ad jus ted Direct Costs" 

Enter the total of all support costs, both direct support 
and indirect support, that have actually been transferred 
to the Cafeteria Fund/Account. This will be a negative 
entry . 

IN THIS EXAMPLE, THE TOTAL ACTUALLY TRANSFERRED IS $65,000. 
(THE ENTRY MADE IN COLUMN la IS -$65,000). 

Column 5: "Allocated Direct Support Costs" 

Enter the total of all direct support costs that have been 
allocated to programs reported in the Cafeteria 
Fund/ Account . 

Note: If the direct support costs were not transferred to the 
Cafeteria Fund/ Account , they will be allocated to the Food 
Services Program on line EDP No. 455, "Food Services 
Direct/Direct Support Costs," of Form J-380. 

The amount of allocated direct support is entered onto Form 
J-380 from Worksheet #4 (yellow), page 9, column 12, line 
EDP No. 426. 

IN THIS EXAMPLE, THE TOTAL ALLOCATED DIRECT SUPPORT IS 
$20,000. (THE ENTRY MADE IN COLUMN 5 IS $20,000). 

Column 6 : "Total Direct and Direct Support Costs" 

Enter the difference between the actual costs transferred to 
the Cafeteria Fund/Account as shown in column 3 and the costs 
allocated in column 5. 
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IN THIS EXAMPLE , THE TOTAL FOR COLUMN 6 IS -$45,000. 



Column 7 : "Indirect Costs" 

Enter a positive amount equal to the negative amount shown in 
column 6. This represents indirect costs charged to the 
Cafeteria Fund/Account on Form J-380. Note: if the amount in 
column 6 is positive , enter a zero (0) in this column. 

IN THIS EXAMPLE , THE TOTAL INDIRECT COSTS ACTUALLY TRANSFERRED 
IS $45,000. 

Column 8 : "Total Program" 

Enter the sum of column 6 and column 7. 

The total for this column should always be zero. A positive 
amount in this column represents support c? irges to Cafeteria 
Fund/ Account which have not been actually transferred to that 
fund/account from the General Fund. 

IN THIS EXAMPLE, THE TOTAL PROGRAM COSTS APE ZERO. 



CHILD DEV ELOPMENT FUND 

Direct Support Costs and Indirect Support Costs transferred from 
the General Fund to the Child Development Fund are reported on 
line EDP No. 427, "Less Support to: Child Development Fund," of 
the J-380 Report. 

Direct support and indirect costs for Child Development 
activities which are remaining in the General Fund (and which are 
not to be paid by the Child Development Fund) are reported on 
line EDP No. 458, "AUXILIARY PROGRAMS, Child Development 
Activities," of the J-380 Report. 

In the example used here, the Child Development Fund was charged 
for the following: 

Direct Support Costs: 

Allocated Plant Maintenance $ 1,500 
Allocated Plant Operations 9,500 

Indirect Costs: 30, 000 

Total Costs Transferred $41,000 
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All charges for support were actually transferred from the 
General Fund to the Child Development Fund using the 7300 
accounts . 

Mote: Please refer to page 7 for a completed example of the 
following entries on Form J-380. 

Col umns. la arid 3: "Direct Charges/ Ad justed Direct Costs" 

Enter thei total of all support costs, both direct support and 
indirect' support, that have actually been transferred to the 
Child Development Fund. This will be a negative entry. 

:n TE?S EXAMPLE, THE TOTAL ACTUALLY TRANSFERRED is $41,000. 
',TKL Lliim HADE IN COLUMN la is -$41,000.) 
r.uiiua n 5 & ''Allocated Direct Support Costs" 

Enter the total of all direct support costs that have been 
allocated to programs reported in the Child Development Fund. 

Vot<sti If the direct support costs were not transferred to the 
Child Development Fund, they will be allocated to the Child 
Development Activities Program on line EDP No. 458, "Child 
Development Activities," of Form J-380. 

The amount of allocated direct support is entered on Form 
J-380 from Worksheet #4 (yellow), page 9, column 12, line EDP 
No. 427. 

IN THIS EXAMPLE THE TOTAL ALLOCATED DIRECT SUPPORT IS $11,000. 
(THE ENTRY MADE IN COLUMN 5 IS $11,000.) 

Column 6 : "Total Direct and Direct Support Costs" 

Enter the difference between the actual costs transferred to 
the Child Development Fund as shown in column 3 and the costs 
allocated in column 5. 

IN THIS EXAMPLE, THE TOTAL FOR COLUMN 6 IS -$30,000. 

Column 7 ; "Indirect Costs" 

Enter a positive amount equal to the negative amount shown in 
column 6. This represents indirect costs charged to Child 
Development Fund on the J-380 report. Note: If the amount in 
column 6 is po sitive , enter a zero (0) in this column. 

IN THIS EXAMPLE, THE TOTAL INDIRECT COSTS ACTUALLY TRANSFERRED 
IS $30,000. 
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Column 8 ; "Total Program" 



Enter the sum of column 6 and column 7. 

The total for this column should always be zero. A positive 
amount in this column represents support charges to the Child 
Development Fund which have not been actually transferred to 
that fund from the General Fund. 

IN THIS EXAMPLE , THE TOTAL PROGRAM COSTS ARE ZERO. 
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APPENDIX J: 

STATE EEE2VFTMEHT OF EDUCATION INSTRUCTIONS 
REPORTING SUPPORT TRANSFERS ON FORM J-580 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN THE 
ORIGINAL SOURCE DOCUMENT. 
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REPORTING SUPPORT TRANSFERS TO THE 
CHILD DEVELOPMENT FUND ON FORM J-580 



The Annual Program Cost Data Report provides for the transfer of 
direct support costs and indirect coats from the County School 
Service Fund to the Child Development Fund. 

The purpose of this attachment is to guide county offices in 
properly displaying these support transfers in accordance with 
the standards pre cribed by the State Department of Education. 



CHILD DEVEL O PMENT FUND 

Direct Support Costs and Indirect Support Costs transferred from 
the County School Service Fund to the Child Development Fund are 
reported on line EDP No. 427, "Less Support to; Child Development 
Fund," of the J-580 Report. 

Direct support and indirect costs for Child Development 
activities which are remaining in the County School Service Fund 
(and which aro not to be paid by the Child Development Fund), are 
reported on line EDP No. 458, "AUXILIARY PROGRAMS, Child 
Development Activities," of the J-580 Report, 

In the example used here, the Child Development Fund was charged 
for the following; 

Direct Support Costs: 

Allocated Plant Maintenance $ 1,500 

Allocated Plant Operations 9,500 

Indirect Costs: 30,000 

Total Costs Transferred $41,000 

All charges for support were actually transferred from the County 
School Service Fund to the Child Development Fund using the 7300 
accounts . 

Note: Please refer to page 3 for a completed example of the 
following entries on Form J-580. 



J-580 Attachment 



Rev. 4/89 



Columns la and 3 ; "Direct Charges/ Ad justed Direct Costs" 



Enter the total of all support costs, both direct support 
and indirect support, that have actually been transferred to 
the Child Development Fund. This will be a n egati ve entry. 

IN THIS EXAMPLE, THE TOTAL ACTUALLY TRANSFERRED is $41,000. 
(THE ENTRY MADE IN COLUMi; i.a is -$41,000.) 

Column 5 : "Allocated Direct Support Costs" 

Enter the total of all direct support costs that have been 
allocated to programs reported in the Child Development 
Fund . 

Note: If the direct support costs were not transferred co 
the child Development Fund, they will be allocated to the 
Child Development Activities Program on line EDP No. 458, 
"Child Development Activities," of Form J-580. 

The amount of allocated direct support is entered onto Form 
J-580 from Worksheet #4 (yellow), page 9, column 12, line 
EDP No. 427. 

IN THIS EXAMPLE THE TOTAL ALLOCATED DIRECT SUPPORT IS 
$11,000. (THE ENTRY MADE IN COLUMN 5 IS $11,000.) 

Column 6 : "Total Direct and Direct Support Costs" 

Enter the difference between the actual costs transferred to 
the Child Development Fund as shown in column 3 and the 
costs allocated in column 5. 

IN THIS EXAMPLE, THE TOTAL FOR COLUMN 6 IS -$30,000. 

Column 7 : "Indirect Costs" 

Enter a positive amount equal to t.ie negative amount shown 
in column 6. This represents indirect costs charged to 
Child Development Fund on the Form J-580. Note: If the 
amount in column 6 is positive , enter a zero (0) in this 
column. 

IN THIS EXAMPLE, THE TOTAL INDIRECT COSTS ACTUALLY 
TRANSFERRED IS $30,000. 

Column 8: "Total Program" 

Enter the sum of column 6 and column 7. 

The total for this column should always be zero. A positive 
amount in this column represents support charges to the 
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Child Development Fund which have not been actually 
transferred to that fund from the County School Service 
Fund. 

IN THIS EXAMPLE, THE TOTAL PROGRAM COSTS ARE ZERO. 
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APPENDIX K: 
NEW HAVEN UNIFIED SCHOOL DISTRICT J-380 PI 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN THE 
ORIGINAL SOURCE DOCUMENT. 
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IMPLEMENTATION PLAN FOR FMAC 
CALIFORNIA STATE NEW COST ACCOUNTING PROCEDURES 



Effective July 1, 1985, school' districts are required to report all district 
expenditures through the utilization of new report form; designated as the J380. 
Reporting requirements are similar to those previously used for the J41A, but 
there have been substantial changes. The main purpose of the new reporting 
system is to develop uniformity in the reports submitted by all school districts 
statewide, and this is primarily accomplished through finer definitions of 
program charges, distribution methods of cost to programs being required in a 
uniform fashion using full time equivalent, classroom unit, pupils transported, 
ratio of cost, and similar procedures. As the new reporting system is required 
for the 1985-86 fiscal year, a substantial amount of preparation is required to 
enable the district to be prepared for the new system. It is the goal of the 
district to have the 1984-85 budget and expense data, 1985-86 budget, and 1986-87 
budget data converted to the new reporting requirements prior to June 30. At the 
close of the fiscal year, all 1985-86 actual cost data will be converted to the 
new system and transferred to the budget development system. 

This document has been prepared as a step-by-step procedures manual to reach 
ur goal or full conversion by June 30. 

It should be emphasized that this document is only addressing the J-380 
report. There will be substantial changes in the accounting for Income as well 
as formats for budget presentations required during the 1986-87 or 1987-88 fiscal 
years. As soon as those requirements have been defined, this document will be 
revised and updated to incorporate all of those changes. 

STEP 1 - DEVELOPMENT OF TEACHER FULL TIME EQUIVALENT DATA 

One of the major allocation methods to be utilized is the full time teacher 
equivalent method and in preparation for this phase it will be necessary to 
develop a chart providing the back-up data relative to PTE's. 

The State implementation handbook describes the FTE teacher method ai» 
f ol 1 ows : 

"Thr basis of this allocation method is the number of full time 
equivalent teachers serving (assigned) in each program. An assignment 
is a specific responsibility, classroom assignment, or course section 
taught. 

All personnel providing instructional service to students should be 
included in the FTE count. Assistant teachers (certificated or 
classified) should be included if they carry an active student register 
and their service generates ADA. Certificated and classified employees 
providing special education DIS and carrying an active student register 
should also be included in the FTE count." 

As all of our base records convert all certificated employees to an FTE base, the 
budget development payroll prjjoctlon sheets should be utilized for the FTE count 
and for preliminary determination of the category of teaching (I.e., regular 



education, special education, etc.) refined to a specific program. To Insure 
that all teachers are Included, teachers charged to object code 1100, Teachers' 
Salaries, In all programs, psychologists charged to object code 1530 In program 
0373, Designated Instruction, and Instructional aides object code 2100 charged to 
Designated Instruction are to be Included In the FTE count. 

The classification of charges In our district has utilized the State 
accounting manual for determination of those individuals that should be charged 
to the 1100 object code. Therefore, the historical records can be depended upon 
for the FTE count. It must be remembered to appropriately be charged to this 
object code the teacher must be an employee of the district in a position 
requiring certification. The teacher's duties require him/her to teach pupils of 
™* k dl k str ] ct f ° r ^ least one full Instructional period on each school r| ?y for 
which he is employe* y.d is assigned no duties other than that connected with or 
are extensions of classroom teaching. Time allocated to curriculum development 
and department head responsibilities qualify under this definition. In addition, 
at the K-4 level teachers assigned to the Media Center also qualify as they are 
utilized In the teacher release time program, teaching classes each day. 

To establish the FTE chart a complete list of all staff qualifying under the 
above definition is to be developed for each school site by program. Programs to 
be included In this chart are 0101 Self -Contained, 0102 Continuation, 0103 
Opportunity, 0104 R0P/C, 0125 Driver Education, 0170 Independent Study, 0240 
School-age Mothers, all program numbers in the category 03- Special Education, 
and all programs 05-- Categorically Funded Programs. (To qualify as an 
ndependent study teacher, the teacher can only deal with students that are not 
In any other program, and are receiving Instruction through contracts with the 
Independent study teacher. The only position in our district that qualifies for 
this is the Independent study center at El Rancho Verde.) It will not be 
necessary to attempt to determine FTE designation In Program 0126 Driver Training 
and 0167 Home Instruction. Once the FTE numbers have been determined, the chart 
1s to be developed by program with columns along side of each program category 
headed 1. Instructional Administration, 2. Instructional Media, 3. School 
Administration, 4. Pupil Services. The requirement for th^ four headings 
relates to the fact that it must be certified whether or not each teacher In each 
program utilizes each of the four services. Once the charts have been developed, 
meetings are to be scheduled with site administrators to confirm that all the 
teachers are assigned as indicated, and input is to be provided by the site 
administrator as to whether or not each teacher receives the four designated 
services. Once this has been determined, the site administrator is to approve 
the list by signing ;n an appropriate space. It addition, Special Projects 
directors are to review the data in relationship to those Individuals charged to 
Special Projects and confirm that both the assignments and the four categor ; data 
is correct. Once they have done this, they are to slew the document as well. 

The above charts are to be maintained as a permanent record for three years 
after the submission of the reports. Once all charts have been developed, all 
FTE data is to be accumulated In the categories provided for on Worksheet #1 of 
the J380 form. 

Once the data has been developed and placed on Worksheet #1, a software 
program 1s to be developed using Worksheet #4 - Distribution of Direct Support 
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Costs «> the guide to distribute the appropriate direct support costs 1n 
conjunction with the FTE count. 

The above wovk will be the responsibility of the Administrative Assistant 
for Reporting. A* soon as all sheets have been developed for each school site, 
they are first to be reviewed with the Deputy Superintendent. Once reviewed, 
signatures are to be obtained as described above and the balance of the work is 
to proceed. Target date for completion of this phase shall be no later than 
May 1. 

IMPORTANT - Prior to actually reviewing the staff assignments with site 
administrators, meetings should be scheduled with the various Special Projects 
directors and the Director of Special Education to discuss how these various 
programs work in conjunction with the General Education program. Specific 
determinations relative to how an individual teacher should be categorized can be 
extremely complicated. The purpose of the meetings with the directors 1s to 
obtain as much information as possible In relationship to how the^r program works 
so that proper assignment of teachers to various programs can be made. For 
example, although the GATE program as discussed below does not fund any teaching 
positions, it Is conceivable that teachers are full time GATE teachers. 

Note: The date utilized in establishing the FTE count only requires that It 
include all teaching staff changes for second semester. For our district 
records we will utilize the data available on April 1 each year. A copy 
of all data generated 1s to be placed in follow-up for annual follow-up on 
April 1 so all data can be redone for each fiscal year. 

Note: Any teacher that has a split assignment needs to have back-up 
documentation Included In the FTE count folder relative to that split 
assignment. It Is not required for the Individual to document their time, 
but some type of documentation is required relative to the split. After 
charts have been developed, meet with the Deputy Superintendent on all 
split assignments so determination of proper documentation can be made. 
Once the documentation has been obtained it Is to be attached to the set 
of documents relative to FTE calculations. 

Note: GATE is part of General Education in relationship to total cost 
allocation, it does not appear to be Important whether the teacher Is 
categorized as GATE or as Regular Education. It has been determined that 
no FTE be assigned to the GATE program. As described later In this 
document there are procedures v lereby district-supported additions to 
categorically funded programs must be added to that program, but as GATE 
Is not considered a Special Project, it may not be required for the 
district paid teachers to be Included in that category. 

Note: Currently contained within the ROP budget are provisions for a consultant 
which in reality should be categorized as 2/5 FTE. The individual works 
for the Fremont Unified School District, but teaches 2 periods per day at 
Logan. Fremont Is billing the district for our prorated shire. The issue 
of whether or not the charges should show in our budget as consultant or 
teacher costs was reviewed at the time the individual was hired, and due 
to the fact that Fremont 1s dealing with supporting of STRS, Unemployment, 
Workers' Comp., etc. in relationship to this employee It was felt that it 



is best to show all costs In the category consultancy. But in the FTE 
count, It Is important to include this individual as part of the ROP 
program. 



STEP 2 - DE TERMINATION OF CLASSROOM UNITS 

The second method that must be utilued for distribution of cost is the 
classroom unit method and this method will be utilized to distribute plant 
maintenance, plant operations, and facility rental and lease costs. Working with 
the department of Maintenance and Operations, and site administrators, the 
classroom unit calculations are to be determined and completed no later than May 
9, and the procedures will be as follows. 

The State implementation handbook describes the classroom unit method as 
follows: 

"The basis of this allocation method is units of space with one unit 
representing a classroom. A classroom unit (CU) represents the 
approximate area usually occupied by a classroom varying fr~ • 800 to 
1100 square feet but generally about 960 square feet. 

It is assumed that commonly used floor space such as media centers, 
school offices, corridors, restrooms, faculty rooms, etc. benefit each 
class In a proportion to the floor space occupied by the classroom; 
therefore, they are not included as separate Items." (This definition 
means that the space occupied by the listed categories does not need to 
be calculated for classroom unit determinations. Large spaces 
including cafeterias, gyms, and locker rooms are to be converted to 
classroom units by dividing the total square footage in each area by 
960 • ) 

* • 

Beginning with 1986-87, the cafeteria/multi-purpose room is considered 
a common area, and no CU's will be assigned for this room. Only 
kitchen and serving areas are to be converteed into CU's and assigned 
to the Food Services program. 

The following listed items must be taken into consideration when developing 
the classroom unit determination. v y 

1. If a classroom space utilized by a teacher Is less than 800 square feet, or 
more than 1100 square feet, the total square footage Is to be determined and 
converted to classroom units by dividing tJie square footage by 960. A 
classroom In the range from 800 to 1100 Is to be counted as one classroom 
unit. If the square footage of the cla-sroom Is less than 800 square feet 
or more than 1100 square feet, the classroom must be converted to equivalent 
CU's by dividing the actual square footage by 960. 

2. Cafeterias (only kitchens and serving areas), gymnasiums, and locker rooms 
are to be converted to classroom units by dividing the total square ft>taqe 
by 960. 3 



2: 



ERIC 



3. The district office complex Is to be converted to classroom units by 
dividing the total square footage by 960. 

4. The office facility at the Corporation Yard, as 1t 1s an adjunct of the 
district administration building, 1s to be converted to classroom units by 
dividing by 960. 

5. Other facilities at the Corporation Yard, Including the warehouse, 
maintenance building, and transportation shop are to be converted to 
classroom units hy dividing the total square footage by 2880 square feet. 

6. Space allocated to resource centers and faculty rooms 1s not to bf included 
In the calculations. 

7. Classrooms not currently housing students are not to be counted in the 
classroom unit calculations. 

8. Careful consideration must be given at each school site to the utilization 
of space In relationship to what program the space should be charged to and 
whether or not the square footage has to be calculated and divided by 960 or 
It simply be counted as a classroom unit. 

9. Althougn all possible exceptions are not listed under this section of the 
Implementation document, two examples of Hems that need to be taken Into 
consideration are as follows: 

A. At Pioneer Elementary School two kindergarten classes are housed In the 
equivalent of three classrooms, but approximately 1/6 of the total 
space Is allocated as restroom and storage facilities; therefore, that 
section needs to be excluded from the square footage. If, after 
excluding the restroom/storage square footage the total balance 
allocated to kindergarten does not exceed 2200, the allocation should 
be two clas'.oom units. If It exceeds 2200, you are to divide the 
space by 960. 

B. At Barnard-White, one or two classrooms are utilized by the Adult Ed. 
program and these need to be clearly distinguished. 

10. The classroom units are to be allocated to Adult Education based on the 
number of hours that Adult Education uses the classrooms. 

11. It will be necessary when meeting with site administrators and maintenance 
staff to determine the amount of community use of areas such as gymnasiums. 

12. The classroom units are assigned to Community Services based on the number 
of hours that the community uses the space. 

Once the preliminary classroom unit calculations have been made a meeting 1s 
to be scheduled with each site administrator to review the classroom usage to 
determine how each classroom space 1s utilized (I.e., regular education under the 
various categories to and Including Independent study, opportunities, etc., 
special education, specific categories of categorically funded programs, etc.). 



Use Worksheet #4 of the J380 to determine what breakout needs to be taken Into 
consideration in relationship to the classroom units. Keep In mind that If a 
categorically funded program Is In operation concurrently with a general 
education program In the classroom, the classroom space 1s to be charged to 
General Education. 

IMPORTANT - Prior to site meetings, a meeting Is to be scheduled with the 
various directors to discuss how spaces are utilized. Space allocation Is 
probably the most complicated factor to be determined. It Is Important to 
accurately reflect the actual usage of all spaces within the facility keeping In 
mind that various categorical and special education programs utilize spaces other 
than a specific classroom assigned and, therefore, portions of other spaces might 
well need to be prorated back to these programs. The following list of items Is 
to be used as a guide when discussing space utilization with directors and site 
administrators. The list is to be expanded upon after meetings have been 
completed. 



1. If during the course of the day, a general education classroom Is used for a 
specific purpose In relationship to a categorically funded program, for 
example one hour per day for GATE, a proration must be made. 

2. At each elementary school, space Is assigned for the PE, music, and science 
pull-out program. It needs to be determined If special education class 
students are brought to these other classes on a regular basis. If so, a 
portion of that space should be charged to Special Education. For example, 
1f on a daily basis Special Education students are taugnt by the PE 
Specialist, a portion of that classroom needs to be charged back to the 
Special Ed. program. It Is Important that <f this takes place, 
determination be made on sequencing, etc. in relationship to the various 
categories of Special Education, I.e., Severely Handicapped - Non-Severely 
Handicapped. 

3. If classes are pul 1 ed out and utilize the multi-purpose room on a regular 
basis, a portion of the time allocated In that area also needs to be broken 
out on a per hour use basis. Keep In mind that It Is conceivable that 
Special Ed. classes do utilize the multi-purpose room on a regular basis. 

4. Media centers are part of the Instructional Media Program and, therefore, 
ire net counted when developing classroom units. 

5. Resource spaces such as Resource Centers In schools, office areas, etc., 
also need to be reviewed. These spaces, particularly the office spaces 
within Media Centers, should not be included In the calculation of square 
footage unless they are specifically used as teaching spaces. For example 
If an office space Is used bv the Speech Therapist on a regular basis, that 
should be considered a classroom space and charged to the DIS program. The 
office utilized by the Psychologist, Is probably not used In any way In 
relationship to an Instructional program; therefore, the space needs to be 
eliminated from the total Media Center square footage. 

6. • At the high school lev^l, clashes are used on a period by period basis and 

careful consideration must be given 1n areas of classrooms used for ROP/C, 
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Opportunity, and other similar programs. In addition, for programs such as 
the Pregnant Minors classes at El Rancho, the classroom Is used three 
periods a day specifically for that program and then utilized for other 
programs. 

As with other examples above, for the most part the Special Education 
classes at the high school level and the middle school levels are self-contained, 
but 1f students are taken cut of those classes to utilized other spaces on a one 
period per day basis or something similar, this must be given consideration in 
relationship to allocation. 

Once the preliminary determination of all classroom units has been made by 
working with the site administrator, a site plan for each site is to be prepared 
by the Maintenance Department using current records. An outline is to be placed 
around all areas that are taken Into consideration in the classroom unit 
determination. All areas not Included are to be crossed out In some fashion. On 
the same document, a narrative is to be included highlighting any area that is 
determined through the calculation of dividing by 960 or 2880. 

Next, a recap of all classroom units on each site is to be shown on the 
chart Indicating which program the classroom unit is allocated to. In cases 
where classroom spaces are allocated to more than one program, based on a per 
hour use calculation, a back up sheet is to be attached providing full details of 
the specific classroom allocation. When completed, the charts are to be reviewed 
by the Deputy Superintendent and after approval is obtained, they are to be 
returned to the site admin' trator for confirmation they are correct, requiring 
the site administrator to sign them. 

Once all the documents have been returned to the district office, they are 
to be kept as a permanent record for three years. As soon as all the data is 
available district-wide, it Is to be accumulated on one master sheet by program 
and then software developed for distribution of costs based on classroom units 
using Worksheet #4. 

All classrooms in our district uti^z* plant maintenance and plant 
operations; therefore, no determination ncv; <# > be made on whether they are to 
be included or excluded. As to facility centals and leases, no classroom will 
have charges in this category. The only facilities rented by the district are 
charged to ..id 95; therefore, these costs will not relate to classroom unit 
factors. 

The above work will be coordinated by the Administrative Assistant for 
Reporting, and all site meetings will be conducted by him. 

A set of these final documents is to be placed in follow-up for April 1 each 
year. In preparation for the next fiscal year's reporting, the classroom unit 
allocations must be reviewed and updated as follows: 

1. A meeting Is to be scheduled with the Manager of Maintenance and Operations 
to add on to the drawings any new facilities. 

2. Revised classroom unit calculations are to be made including the new space. 
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3. Meetings are to be scheduled with site administrators to review the 
utilization of the classroom space for the current year. (Keep in mind that 
as programs change, new programs are added, programs are deleted, the 
classroom unit allocation will change from year to year.) 

STEP 3 - DEVELOPMENT OF THE PUPILS TRANSPORTED RELATIONSHIP 

The State implementation handbook describes the pupils transported method as 
follows: 

"The basis of this allocation method Is the number of pupils 
transported (PT's) which Is determined by a count of the number of 
pupils In each program transported from home to school. This 
Information should be available from the district's records. The total 
number of pupils transported must equal the total reported on Schedule 
It Item B. 1, of Form J141 Ann ual Report of Pupil Transportation 
Expense." 

The data for this method of allocation cannot be determined until the end of 
the fiscal year, but preparation can take place Immediately. Basic data relating 
to students transported Is accumulated by the Transportation Department to be 
utilized for submission of the J141 report. But, In conjunction with the 
accumulation of that data, It Is not currently required to distinguish students 
In the regular General Education program, continuation schools, versus Special 
Education unless all students on any given bus are Special Education. 

The State Implementation handbook states as follows: 

"Special Education pupils receiving home to school transportation may 
Qnll be counted In the Special Education transportation program If 
there is a requirement for home to school transportation 1n the child's 
IEP. Otherwise these children will be counted as regular students. 

RSP and DIS pupils receiving home to school transportation to attend a 
school other than their neighborhood srhonl because of a requirement of 
the IEP should be counted as Special Education PT's. RSP and DIS 
pupils receiving home to school transportation to attend their 
neighborhood school should be counted as Regular Education PT's." 

Although It is not clearly defined within the above definition, it appears 
that the assumption contained within the definition Is that all Special Day Class 
students would be transported by Special Education buses and would not be riding 
any of the regular home to school buses. In all probability this is correct, but 
It is conceivable that a student in the Special Day Class category might be 
transported on one of our regular home to school buses and this must be confirmed 
by working with the Director of Special Education. Preliminary work in 
relationship to this aspect of allocation Is the responsibility of the 
Administrative Assistant for Reporting and should proceed as follows: 

1. Schedule a meeting with the Director of Special Education and the 
Transportation Supervisor for the purpose of determining If any students 
riding our regular buses qualify to be designated as Special Education, 
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keeping the following in mind. 

A. Any Special Education student on a regular home to school bus going to 
his neighborhood school must be counted as part of the regular home to 
school count. 

B. Any Special Education student that has transportation within his IEP, 
and Is being transported to a school other than his neighborhood school 
on a regular bus Is to be classified as Special Education. 

2. As the number of students transported figure utilized on the J141 is based 
on random selection of various days throughout the school year, if in fact 
any student qualifies under the above definitions as Special Education, they 
are to be assumed having ridden the bus on that day and deducted from the 
regular home to school average as calculated, then designated as additional 
pupils transported Special Education. 

3. As the number of students transported per day Is based on a random 
selection, it will be the responsibility of the Supervisor of Transportation 
to make this calculation no later than June 1 each fiscal year, and provide 
the data to the Business Department at that time. The data as It relates to 
pupils transported shall Include the regular home to school number and the 
Special Education students on the regular home to school buses as qualified. 

IMPORTANT: Reporting of the regular home to school students must be broken 
out as regular/continuation as we have to report the costs separately. 

4. It Is not currently anticipated for fiscal year 1985-86 that there will be 
any special education students qualifying, within the regular home to school 
program but the requirements outlined above must be kept In mind each year 
with follow-up meetings to determine if In fact district policy Is changed 
in relationship to t' e transportation program. 

5. Critical Issues as It relates to transportation costs will be covered later 
In this document, under the section "Documentation Methods." The key Issue 
will be to properly document the cost of the one bus that Is 100% utilized 
for special education transportation. 

6. Beginning with the 1987-88 fiscal year, field trips and "other miles" will 
be a direct cost to the user program. The charges for field trips and 
"other miles" will be transferred to the various user programs from th» 
Transportation program by using account number 5700. The district will 
still be required to account for Its total transportation costs. So, It Is 
required that the Initial costs be charged to the Transportation program, 
then transferred to the user programs. Prior to 1987-88, field trips were 
considered a direct cost to the Transportation program and then were 
documented back to the user program. This method will no longer be 
effective after tne 1986-87 fiscal year. 

STEP 4 - DEVELOPMENT OF THE RATIO OF COST DATA 

This method of allocation will only be used in one circumstance and Is c 
basic calculation that can be developed after the forms have been substantially 
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completed. The State implementation handbook describes the ratio of cost method 
as follows: 

"The basis of this allocation method Is the ratio of the adjusted 
clrect costs for the special projects administration program to the 
adjusted direct costs for all special projects utilizing this support 
service program." 

To establish the percentage relationship, you simply develop the 
relationship comparing the adjusted direct special projects costs to the special 
projects administration costs. Once the ratio has been established it Is 
allocated by multiplying the ratio times the project costs. 

While working through the J380 forms, adequate direction is provided to 
develop this ratio. The key element in the development of the ratio relates to 
pulling out from the categorical programs all of the appropriate administrative 
costs. Although not specifically covered in this section, budget coding will be 
developed to ensure that all administrative costs are clearly identified within 
each categorical program, and we will be In a position to automatically pull out 
these costs to be transferred from special projects to special projects 
administration. Specifics relative to this coding will be provided in the 
section of this document dealing with chart of account refinements as they relate 
to the J380. 

STEP 5 - DETERMINATION OF DOCUMENTED COSTS TO BE Al LOCATED 

The Implementation handbook provides for the option of documenting rather 
than allocating direct support costs but in only one area is documentation 
required, special education assessment activities. There is no requirement to 
document any other direct support costs. The Implementation handbook. encourages 
all districts to use the allocation method rather than the documented method 
unless it is clear that the allocation system will not appropriately reflect an 
adequate distribution. In the case of our implementation plan, it will be 
necessary to document certain areas In preparation for the completion of the 
J380, as follows: 

A. Documentation of Assessment Costs - The district was advised during the 
month of September 1985 that we would have to document all assessment costs in 
conjunction with the completion of the J380. 8ased on the direction obtained, 
psychologists were advised of the responsibility that they would have, and were 
provided with appropriate forms. Documentation of assessment costs must be In 
strict accordance with the guidelines contained within the State Implementation 
handbook. In relationship to time spent, a form'must be kept on a daily basis 
accounting for time in 15 minute Intervals us it directly relates to assessments. 
Travel time from one site to another can only be Included if the specific reason 
for the travel was in conjunction w**h assessments. If the individual was 
traveling fror.i one site to another fcr other purposes, and In conjunction with 
that trip to provide assessment services, travel Uwi cannot be Included. 
Contained within the Implementation handbook are recommended forms to be utilized 
which have been Implemented within our district, tot *'inal accumulation of this 
data must be contained on a form which Indicates the school district name, 
employee name, period covered, pcsltlon title, calendar o* hours worked per day 
on specific activities, signature of employee and date, and signature of 
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supervisor and date. 



As we are only concerned about the time spent In conjunction with 
assessment, the balance of the day need not be recorded. 

t 

To ensure that the appropriate data Is collected, the Administrative 
Assistant for Reporting Is to meet with the Special Education Department 
including those individuals that are gathering data to review the source 
documents to ensure that they are kept correctly. A procedure is to be 
immediately established where these documents are submitted on a monthly basis. 
Based on the format of that documentation, the Administrative Assistant for 
Reporting 1s to develop a software program that will allow for the accumulation 
of data on a monthly basis. At the close of the fiscal year, the hourly rate for 
each Individual submitting data is to be determined, said hourly rate to Include 
all costs of the employee including health and welfare benefits. Once the hourly 
rate is determined, the amount to be charged as assessment costs can be 
calculated based on the total number of hours documented service to the program 
times the hourly rate for each employee. The dally log, and the cumulative log 
are to kept as a permanent record. These documents are to be placed In the 
permanent files for all items related to completion of the 0380 and placed in 
Central Files and kept for a period of three years. 

Although it Is only required based on our district's decision to document 
the time of the psychologists In relationship to the assessment, it Is 
conceivable that in future years other individuals might also have to document 
time such as directors charged to various categorical and general fund programs. 
In preparation for this potential, the Purchasing Department of the district is 
to Immediately Investigate to find out if there Is any automated system available 
that will assist the individuals required to do documentation, to lessen the 
burden. The results of this review are to be forwarded to the Deputy 
Superintendent no later than May 15. 

The Administrative Assistant for Reporting Is to set up a meeting during the 
months of July and August with the Deputy Superintendent to discuss those 
individuals that will be required to document their time for the next fiscal 
year. Once the determination is made, an inservlce is to be scheduled within the 
first week of the individuals' assigned work year to review the requirement &s 
well as the forms that must be utilized. Effective for 1986-87, all Individuals 
requiring documentation will submit to the Administrative Assistant for Reporting 
their completed forms on a monthly basis so that the data can be reviewed and 
placed In the mini -computer software program for accumulation. 

B. Documentation of Special Education Administration Costs - As the Director of 
Special Education devotes 100% of his time to the Special Education program, it 
is not required that he document his time on a daily basis in 15 minute 
Intervals. Documentation will be required to be submitted at the end of the 
fiscal year, Contained within the implementation handbook are sample forms that 
can be completed by an individual providing 100% service to a specific program. 
Prior to May 15, the Administrative Assistant for Reporting Is to develop the 
appropriate form and review It with the Director of Special Education to ensure 
that all of the appropriate information Is contained. In addition, the job 
description of the Director of Special Education Is to be reviewed to ensure that 
it is clear that his total assignment relates to special education programs. 



Attached to the final certification signed by the Director of Special Education 
will be the job description. Prior to June 30, the Oirector of Special Education 
shall submit to the Business Department the signed documentation form. The 
signed form along with the job description is to be placed in the permanent file 
and kept for a period of three years. 

C. Documentation of Special Education Transportation Costs - The vast majority 
of Special Education transportation costs are covered by a contract between the 
New Haven Unified School District and Harbert Transportation. For documentation 
purposes relating to these costs, a copy of the purchase order should be obtained 
from the Purchasing Department for the permanent record file. The actual costs 
will be the actual payments contained within the Special Education transportation 
program for utilization in completion of the J380. As all warrants are a 
permanent record of the district, it will not be necessary to include 
documentation on each payment as if required on a future date those records will 
be available within the Accounts Payable Department. 

In addition to the contract with Harbert Transportation, the district 
operates one bus exclusively for use in the area of Special Education. The 
calculation of costs and documentation required for this program will be as 
follows: 

1. Immediately, the Director of Special Education is to be advised that he 
will have to submit the documentation described herein prior to the close of 
the fiscal year. Dr:umentation required to be submitted to the Business 
Department by the Director of Special Education will be a listing of all 
students for which transportation was provided through the Harbert 
Transportation system. A statement at the end of that listing will be that 
the above individuals were transported in conjunction with Special Education 
transportation for fiscal year 1985-86. In each case, the students listed 
above has contained within their IEP the requirement to provide 
transportation. This document will then be signed by the Director of 
Special Education. 

A second listing is the be prepared by the Director of Special 
Education for all students provided transportation on the district Special 
Education bus with a statement at the end as follows: "The above listing of 
students includes all students provided transportation by the district 
Special Education bus and transportation is a part of their IEP." Once 
signed by the Director of Special Education, the listing is to be forwarded 
the the Supervisor of Transportation for signature. Typed just above the 
area where the Supervisor o\ Transportation is to sign should be the 
following statement: "Based on direction from the Director of Special 
Education, all of the above students were provided Special Education 
transportation on the single bus designated for Special Education. No other 
students were transported during fiscal year 1965-86 on that bus during the 
normal home to school runs." Then it would be required that the Supervisor 
of Transportation sign the document. Once signed this document will be kept 
in the permanent file. 

2. The cost allocation calculation to be utilized in relationship to the 
charge to Special Education will be based on the annual transportation 
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report. The Supervisor of Transportation is to be immediately notified that 
at the close of the fiscal year, he is to submit to the Business Department 
the total number of miles travelled during the school year in conjunction 
with home to school transportation of the special bus specifically assigned 
to Special Education transportation. Based on the data in the 
transportation report which develops the cost per mile for transportation, 
the total number of miles transported during the fiscil year is to be 
multiplied times the per milage rate and the resulting figure is to be 
utilized as the cost for this bus. It must be emphasized that the data 
contained within the transportation report will not be available until the 
end of July or early August but the Transportation Supervisor is to be 
advised that as soon as possible this information is to be submitted. 

3. Clerical time spent in conjunction with Special Education 
transportation has not been documented during the 1985-86 fiscal year, and 
it would be extremely difficult to provide for this documentation; 
therefore, the cost of that clerical assistance should simply be combined 
with the cost of other clerical assistance provided in the Transportation 
Department and not specifically allocated to Special Education. 

The above three items represent all of the required documentation in 
relationship to the completion of the J380 form that the district will embark on. 
As stated earlier it is conceivable that additional requirements will be placed 
on the district for 1986-87, and as they are known necessary implementation 
procedures will be developed. In addition to the specific items listed above, 
the district must develop procedures that are supportable for charging certain 
costs in other areas as follows: 

A. Distribution of the Cost of Data Processing - It is a requirement that da^a 
processing charges be charged back to instructional user? when the data 
processing service is instructional in nature. Costs not charged back to the 
instructional program remain in the data processing program. In order to 
determine specifically how data processing time is being utilized, a special 
program will have to be written in conjunction with our centralized computerized 
system so that the computer can keep track of user time. The Administrative 
Assistant for Reporting is to request that on June 30 the Director of Computer 
Services provide to him the necessary data to make the calculation comparing the 
total minutes for the instructional program as outlined above to the total 
minutes jf computer ©pensions. This data should be submitted in memo form 
signed by the Director of Computer Services certifying that it 1s correct. Once 
this information 1s obtained by tSie Administrative Assistant of Reporting, the 
data supplied can be used in calculating the percentage relationship. At the 
close of the fiscal year, the percentage relationship can be applied to the total 
cost of the data processing program and the cost as It relates to the 
instructional program can then be charged to Instruction and credited to the data 
processing program. Within the next few weeks, a meeting Is to be scheduled with 
the Deputy Superintendent and the Administrative Assistant for Reporting to 
discuss the proper procedures for charging and crediting, and prior to that 
meeting the Administrative Assistant of Reporting is to obtain Information on the 
use of 5700 accounts which are now being established to charge one program and 
credit another. After that meeting clear direction will be developed In 
relationship to the charges and credits. As we will not be in a position to 
determine any more than how much computer time was used directly by the 



13 



9 



Instructional program, the basic charge will simply be to progrdi 0101. For 
1986-87 1t Is hoped that a more sophisticated program can bo developed so that 
charge backs can be to more than one program. 

B. Charge Back of Costs to Publications - As required by the State 
implementation handbook, the full cost of printing is to be charged to the 
various using departments. The district has established a program th\t will 
allow it to determine base data in conjunction with charge backs. A meeting is 
to be scheduled with the Supervisor of the Print Shop, Deputy Superintendent, and 
the Administrative Assistant for Reporting to review the current documentation to 
develop procedures for converting that documentation to establish the appropriate 
amount to be charged to each user program. Once the guidelines have been 
developed, a memorandum is to be sent to the Supervisor of Printing outlining the 
data that must be submitted at the close of the fiscal year. The calculations to 
be made in relationship to charges will be the same as that for data processing 
outlined above In that the total number of impressions will be used to calculate 
percentage relationships for the annual volume as to any Individual program 
volume. Once these percentages have been determined, they will be applied to the 
total cost of the publications program for redistribution. 

As this phase of implementation was not pre-planned, it Is probable that 
some difficulty will be Involved In generating data for the current fiscal year. 
In conjunction with that data gathering, specific programs are to be designed for 
utilisation within the Publications division so that for 1986-87 the data will be 
more readily available. A meeting is to be scheduled with the Deputy 
Superintendent to determine what programs need to be charged for 1986-87 and then 
specific coding is to be designed to deal with this need. As with data 
processing the actual calculation and distribution cannot be made until the close 
of the fiscal year. 

C. Distribution of Insurance Costs - The State Implementation manual requires 
that Instance cost as It relates to driver training, transportation, and food 
service vehicles must be determined, and those programs specifically charged for 
the proportional amount. Currently all insurance Is charged to one program 
within the administration section of the district budgt To comply with the 
above requirement, the Deputy Superintendent will forward a letter to the 
Insurance broker requesting that they submit a breakdown of the total premium 
paid during the 1985-86 fiscal year Indicating the amount that should 
appropriately be charged to each of the above programs. When that Information Is 
obtained, the appropriate programs will be charged with a credit to the current 
program. As the district renews Its Insurance annually during the nonth of 
April, the data necessary to comply with thr above can be obtained prior to the 
cl*sa of t :e fiscal year with the transfers made. A follow-up copy of the letter 
will be piaced to come up annually April 1 so this Information can be obtained. 
Upon receipt of the Information fro..i the Insurance broker, the necessary transfer 
will take place, providing the Administrative Assistant for Reporting with a copy 
of the letter for the permanent file. 

D Originally, when we reviewed Instructional equipment repairs, we determined 
that we would move them all to Program 0101, and then at the end of the year, 
distribute a port 1 in of those costs to Special Education based on the number of 
classes at each school. In reading the new Questions and Answers, it basically 
states that when equipment moves from location to location, it should all renal n 
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•1n media and then be allocated back to all programs. After carefully reviewing 
this issue, we determined that the vast majority of our equipment is specifically 
assigned to instructional classrooms; therefore, we deWminrd that all costs 
would go to Program 0101, and nothing would be moved back to Special Education. 

E. Noontime Supervision 

Noon duty supervisors are a direct cost to the Instructional program. These 
individuals relieve the teacher of supervision during the instructional day 
much like a classroom aide. 

1. Noon supervisors are under the direct responsibility of the .-nfce 
administrator, rot the teaching staff. 

2. The duties are varied and include the following: cafeteria supervision, 
including the supervision of lunch lines, seating of students, encouraging 
good eating habits, cleanliness, etc.; playground supervision, including the 
responsibility to ensure safity and the health and welfare of the students; 
discipline Is also a key part of their role. 

STEP 6 - DETERMINATION OF GENERAL FUND COSTS IN CATEGORICAL AREAS 

All general fund costs must be carefully reviewed to determine if any 
general fund cost Is support to a categorically funded program. If it can be 
determined that a general fund cost :i truly < categorical 'ott, those costs must 
be transferred by utilizing column t on the J380 to the categorically funded 
program, and the program to which they are charged reduced. At the present time 
the Business Department is unaware of any such charges but within the next 30 
days it will be the responsibility of the Administrative Assistant for Reporting 
to schedule meetings with all program directors to discuss this requirement and 
obtain input from them. At the time the meeting Is scheduled, he is to notify 
the Deputy Superintendent so some introductory comments can be made. All data 
must 

be gathered prior to June 1 if In fact we have such charges. Once the charges 
have been determined, the Deputy Superintendent will re /lew those charges to 
determine how to code the various positions so that the transfer can take place. 
Tentatively through the use of sub program numbers this can be accomplished. 

There are two programs currently within our budget that in essence are 
partially General Fund supported, Miller-Unruh and Tenth Grade Counseling. In 
the case of Miller-Unruh, the expense Is approximately twice the income received, 
and there is a substantial difference In the Tenth Grade Counseling program as 
well. A manual adjustment will have to be made at the time reports are completed 
in relationship to this. In column 1 of the J380 the expense contained in the 
Miller-Unruh program and the Tenth Grade Counseling progr*^ is to be entered to 
the extent it equals income. The balance in the Miller-Unruh progr?* is to be 
moved to General Education In column 1, and ttie balance in Terith Grade Counseling 
to the Counseling program In column 1. In column 2, the excess ?;ost over Income 
Is to be deducted from the General SducatlOvi program and moved back to the 
Miller-Unruh. 

It is generally assumed tha v . costs associated with the indirect cost rate 
ara typically direct costs of the District Administration program and would 
norm?lly be shown under District Administration In Column 1, However, if in 
Column 1 of the J-380/J-5380 any donor-authorized ind *-ect cjsts ar^ reported for 
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the Special Project, this would necessitate a reduction equal to the amount of 
the indirect costs when reporting the District Administration program costs in 
tJumn 1. The donor-authorized indirect cost would then be transferred to the 
District Administration program in Column 2 of J-380 and reported as a direct 
cost under the District Administration program in Column 3 of the J-380. 

STEP 7 - PROGRAM BY PROGRAM REVIEW OF ALL CODING 

To enable the district to utilize its current computerized system, all 
programming will have *o be reviewed. The first step in this process will be to 
review all user program code numbers. The user program field will be utilized to 
accumulate all costs in conjunction with column 1 of the J380. To enable us to 
accomplish this goal, appropriate user program definitions will have to be 
changed. In some cases the actual user prcjram code number will have to be 
changed so that the proper accumulation take place In addition, the sub program 
numbers utilized in the categorical programs, wi I ■ oe « minated from their 
current use and in t?,e future ofly utilized to designate pull out costs from 
ritegorlcals to other areas.. To accomplish this, all current sub-program numbers 
will be eliminated establishing nev individual progrrms where break outs are 
required. In th*» caie »* the mini grants, all su>-progran numbers will be 
elim.nated, and all cos -Mil simply be control nd by object. He* sub-program 
cumbers will b«t established to pull out costs for such Items <* Project 
Administration, School Administration, Instructional Administration, and others. 

In addition to the above codlno changes, there are several instances where 
current charges will hav* to be redistributed based on new reporting 
requrements. The following procedures will have to taice place between now and 
June 30. 

1. A thorou^i review program by program of all Income and expenditure 
accounts to determine what program code changes have to take place. 

2. Redefine program field definitions when necessary. 

3. Det?rm*ne al » pre /ram charges that will have to be moved fr >m or-i 
program tc another. 

4. Recode aK ;ines requiring recodlng. 

5. Redistribute, based on new coding, al budget figures for 1984-85 and 
test r«'n the oat* 

6. P^distribuc* «u e<ptni* f1$ur«s for . r:4-85 and west run the data. 

7. Redistrt-'te an jcdgei ft&uret for 198b-86 and test /un the data. 

8 Redis*"iu-te a : budgets figures for 198^ S/ and test run the data. 

9 Pr'iiK to run the? Mv p«yr. 1 ensure 'hat all coding has been 
ringed to thb vw syst*. so that th* May ayroll Is based on the new 

a ies. 




10. Once all budget figures have been revised based on the new coding 
structure, the working and revised budget columns of the financial 
system will be updated. This is to be completed prior to May 30. 

11. Once all budget data has been updated, all financial transactions 
affected for the current fiscal year are to be moved to the new account 
code structure, using as a reference the wording FMAC. 

12. All outstanding purchase orders encumbered are to be moved to the new 
account coues structure prior to May 31. 

13. As soon as the process has been completed, all future transactions are 
to be coded with the new account code structure. 

14. Once the entire process has been completed, a document is to be 
prepared and forwarded to all administrators and Business Department 
personnel, providing them with background information and Indicating, 
program-by-program, all changes made. 

15. A run of the new budget Is to made for Board presentation during the 
month of June, giving the Board a complete background on all of the 
changes and requesting that the approve the new budget tased on the new 
coding. (It rcust be emphasized to the Board that this budget revision 
has no official Impact as there were no changes within object codes.) 

It must be kept In mind that In addition to the above, careful analysis will 

have to take place In areas such as the sharing of Insurance costs, data 

processing costs, and printing costs. These Items are more defined within this 
implementation plan. 

The following Is a program by program review of *H changes that will have 
to take place between now and June 30. The approach to this analysis will be to 
review the current program as It stands, and point out those changes that will 
have to be made to the Items currently contained within these programs. 
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PROGRAM 0100 INCOME 

rr Based on preliminary data received, several income accounts will chanqe 
effective 1986-87. At the present' time, no significant changes will take place 
to this program. As soon as we have definite direction, appropriate adjustments 
will be made. At the time that the Income section of the budget Is updated, a 
change from the past practice of using sub program numbers to distinguish 
separate categories of Income will take place. With the recoding, the 
utilization of the sub object code will be used In all cases to distinguish 
different categories of Income utilizing the same object cede. 

M ¥ Bm, \, As «l? u C0de def1 J»1t1ons » re wt up, it 1s important that the EDP 
number on the J380 be part of the description for all user program descriptions, 
and sub-program descriptions. K ' 

IMPORTANT : In addition to the specific Items detailed on a program-by-program 
listing below, all financial transactions, both actual payments for staff and 
supplies, etc., plus all encumberances will be iroved to the new coding systsm 
prior ia May 30. J 

PROGRAM 0101 SELF-CONTAINED 

Education ^12 Chan9e ^ def1nit1on of user P ro 9 ram user code 0101 to Regular 

PROGRAM 0102 CONTINUATION/AI TFRNATjyp 

Change the definition of thn program and user program 0102 to Continuation 
education. 

PROGRAM 0103 OPPORTUNITY 

Change the definition of user program 0103 to Opportunity Schools/Program. 
PROGRAM 0104 REGIONAL OCCUP ATION PRflfiRAM 

No changes are required. 
PROGRAM 0125 DRIVER EDUCA TION 

1. Change the current user program code of 0125 to 0101. 

2. Advise all Individuals coding 1n this program of the change. 
EBflGRAN 012$ PRIVEUEMKJM 

1. Change the user program code of 0126 to 0101. 

2. Advise individuals using this program of the change. 
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PROGRAM 0167 HOME INSTRUCTION 

1. Change the user program code of 0167 to 0101. 

2. Advise the users of this change. 

PRO GRAM 0170 INDEPENDENT STUDY 

1. Charges classified as Independent Study can only be for costs in 
conjunction with an independent study that provides instruction to 
students that are not in any other regular program. The program must 
be on a contract basis. Independent study provisions to allow students 
to make up work are to be charged to the regular program. Currently 
the equivalent of 1.2 FTE's at James Logan High School are charged to 
Independent Study incorrectly. The following steps must be taken in 
this program: 

Step 1 - Change the program and sub program definition 0170 to Independent 
Study Centers. 

Step 2 - Transfer all costs for all years in relationship to Logan staff and 
supply accounts from Independent Study to Opportunity as these teachers are 
basically assigned to the Opportunity program. 

Step 3 - Once changes take place, advise Payroll to make the necessary 
changes within their records immediately so for the balance of the year 
charges are correct. 

Step 4 - Advise all parties utilizing this program of the change. 
PROGRAM 0240 SCHOCL-AGE MOTHERS 

1. Change the program number from 0240 to 0140 moving all data from this 
current program to the new program number. Eliminate the program and 
user program 0240 from the chart of accounts and establish a program 
number 0140 defined as School -Age Mothers. 

2. Advise payroll to make the appropriate changes in this program so the 
balance of charges for this fiscal year will be moved. 

3. Change the user program code number 0240 to 0101. 

4. Advise all parties utilizing this program of the changes. 
PROGRAM 0270 SUMMER SCHOOL 

1. Change the program number from 0270 to 0180. Eliminate the program and 
user program code from the chart of accounts 0270 and establish the new 
program number 0180. 

2. Change the user code of 0270 to 0101. 

3. Advise "ill parties utilizing this program of the change to program 0270 
Summer School Fee. 
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4. Eliminate the historical costs Summer School Fee and combine them with 
the regular summer school program. 

5. Establish a new summer school program 0185 defined as Summer Athletics. 

6. Movl all costs to the new Sumner Athletics program. 
PROGRAM 0350 SPECIAL FmOTT QN EXTENDED WORK YEAR 

There is not a provision on the J380 tor Summer School SpecUl M. 
therefore, the current assumption is that it would be combined with regular 
program costs. An analysis of this will have to be made and based on the 
findings the following changes. 

Given that the program must be combined, determination must be made by 
meeting with the Director of Special Education as to specifically the type of 
instruction provided in the summer. It is anticipated that these costs will 
either be Special I Day Classes/Severe, Special Day Classes/Non-Severe, or a 
combination of both. Once a determination has been made by working with the 
Director, appropriate coding changes will have to be made In the user program 
designation to move the costs from Summer School to the appropriate Special 
Education program. K 

1. Set up appropriate user program codes to distinguish between DIS, 
Severe and Non-Severe. 

2. Adjust all budgets with new user program codes. 

3. Move all costs. 

PROGRAM 0373 DESIGNATED INSTRUCTIQNAI SFRVfC p; 

It 1s not anticipated any changes required. 
PROGRAM 0379 NO^l-PI^L,,; ^nfl^ 

It 1s not anticipated any changes required. 
PROGRAM 0383 RESOURCE SPECIALISTS 

It 1s not anticipated any changes required. 

PROGRAM 0391 SPECIAL DAY CI ASS - SEVERELY HANnK frpjfll^in 
5 393 NQN-SEVERELY HANDICAPPED jxuiulm 

Currently the report form requires that Special Day Class costs be combined 
on one line. It Is anticipated that In future years these two programs will have 
to be reported separately. In addition, on the supplemental report that must be 
filed In conjunction with the J380 actual breakdowns are required. Due to the 
uncertainty reUtlve to how these two programs will be handled, no coding changes 
will be made at this time. It will be the responsibility of the Individual 
prepar ng the report to ensure that he manually combines these two programs for 
reporting purposes and inserts the amount on EDP Line 200 - Special Day Class. 
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PROGRAM 0410 INSTRUCTIONAL ADMINISTRATION 

It 1s not anticipated that any changes will be required. 

9 

PROGRAM 0411 INSTRUCTIONAL t> , STRATI ON - SPECIAL EDUCATION 

The 0380 does not provide a category for instructional administration for 
Special Education* Depending on the documentation of these costs, any residual 
costs would have to be combined with the regular Instructional Administration 
program. Currently the only charges in this program relate to the activities of 
the Director of Special Education and the Program Specialist. The new reporting 
requirements do provide for the separate reporting of the cost of the Program 
Specialist. Further it has been determined that we will be in a position to 
document 100% of the cost of the Director of Special Education as Special Ed 
costs. To provide for the appropriate accounting for the current costs 1n this 
program several steps will have to be taken as follows. 

1. All costs in conjunction with the Director of Special Education 
including clerical costs will remain in Program 0411 but the user 
program code will have to be changed to 0410 Instructional 
Administration as for additional reporting these costs must combined 
under that category. 

2. All other costs not directly related to the activities of the Director 
of Special Education will be moved to other programs which will enable 
at the time of completion of final reports, an easy determination of 
the documented support costs in relationship to .his position. 

3. All costs in conjunction with the Prc«ram Specialist will be moved from 
Program 0411 and placed in a new Program 0413. Program definition and 
user program definition will be established as follows: program 
definition - Program Specialist/Regionalized Services: user program 
definition - Program Specialist/Regionalized Services. 

4. Once the receding has taken place all historical costs are to be moved 
to the new program for Program Specialist^ and then make the necessary 
changes with Payroll to ensure costs are charged correctly for the 
balance of the year. 

5. Contained within Program 0411 are provisions for costs in conjunction 
wivh the acquisition of supplies, equipment, and other items. The 
actual expenditures made in these various categories relate to specific 
purchases under the control of the Director of Special Education, for 
the purchase of equipment and supplies specifically allocated to an 
individual class. In addition, some of the expenditures are 
administrative in nature. Those expenditures that relatt specifically 
to a Special Education class must be charged to that class and, 
therefore, must be removed from the administrative program. To 
accomplish this, 
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the following procedures will take place: 

A. The ceding structure will be revised for supplies and equ1pme.it 1n 
that user program codes will be set up so that the actual expenditures 
can be clearly Identified fco the specific class utilizing the supply or 
equlnmen' As ewondltur h are made, the appropriate user cod« will be 
utilized. 

B. All purchase orders Usued to date will be reviewed and where they 
can be specifically Identified to a classroom, tha charges will be 
moved to the new coding structure utilizing define 1 user codes. C. 
The majority of the current budget will be moved to the new program, 
leaving a minor amount for administrative costs. 

D. Specific direction will be qlven to the Director of Special 
Education that whenever expenditure:, are made in these categories, he 
is to clearly identify the specific class receiving the service by 
using the user program codes. 

E. When items are specifically purchased, clear identification will 
be through the utilization of the user program code. For example, if a 
calculator Is purchased for the Apha&lac class at Pioneer Elementary 
School, the actual expenditure will utilize the same user program code 
as that utilized by that class. In addition, the site designation will 
also be utilized. 

By following the above, the budget figures In this program will be on one 
line and the actual expenditures will be on various lines based on the user 
program within the object code class. At year end when the final reports are 
run, these costs will be accumulated with the other costs within toe specific 
program. 

PROGRAM 0412 RE G IONALIZED SERVICES 

This program was originally set up with the Intent that all expenditures 
would be abated at the end of the fiscal year. Beginning with 1987-88, there 
will be no abatement of expenditures. It Is required that regionalized services 
costs be combined with Program Specialist; therefore, the following steps are to 
take place. 

1. Change the user program code from 0412 to the new user program code 
0413 which Is Program Specialist - Regionalized Services. 

2. Advise all individuals usinr this program of the change. 
PROGRAM 0440 CURRI CULUM DEVELOPMENT 

1. Change the user program code of 0440 to 0410 Instructional 
Administration, 

2. Advise all Individuals using this program of the change. 
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PROGRAM 0441 INSTRUCTIONAL COUNCIL 



1. Change the user program code of 0441 to 0410. 

2. Advise all individuals us*ing this program of the change. 
PROGRAM 0464 INSTRUCTIONAL MEDIA 

Currently within the Instructional Media program, user program codes have 
been established to move various costs back to Program 0101 which is Incorrect. 
All charges In this program must remain in this program. 

1. Change all user program codes to 0464. 

2. Advise all individuals utilizing this program of the change. 
PROGRAMS 0482-0489 STATE LOTTERY 

Th j j are several separate program numbers assigned to various components of 
state lottery funding. It is important that all user program numbers be analyzed 
as each expenditure from lottery funding must go back to the program utilizing 
the service; therefore, the user code field is to be updated so that specific 
charges are in fact taken back to the user program. 

PROGRA M 0490 SCHOOL ADMINISTRATION 

Currently all charges in this program are user coded back to either Program 
0101 or 0102. All charges must now remain in the base program; therefore, the 
following steps. 

1. All user program codes are to be changed to 0490. 

2. Advise all users. 

3. Currently all supplies purchased by schools are charged to the 
Instructional program which 1s Incorrect as those used for 
administration should be charged to the administration program. A 
meeting needs to be scheduled with site administrators to discuss the 
complexity that will be caused by this change, but supply accounts must 
be established In the school administration program for 1986-87 for 
administrative costs and in the future all requisitions must be coded 
accordingly. This will require the reduction of the school basic 
allowance allocation by an amount equal to that required for school 
administration supplies. 

4. It was determined that the campus monitors are part of Plant 
Operations, not School Adm nistration. Necessary coding changes have 
been done to accomplish this. 

PROGRAM 0492 SUMMER SCHOOL ADMINISTRATION 

This program is considered a subset of school administration; therefore, the 
following must take place. 
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1. Change all user program code numbers from current code to 0490 School 
Administration. 

2. Advise all individuals utilizing this program of the change. 

Beginning at this point are program reviews of all categorically funded 
programs. Basic concepts that must be applied in dealing with categorically 
funded programs are as follows. 

1. All costs that are donor authorized are to be accumulated within the 
program itself. 

2. Sub program numbers must be analyzed in relationship to whether or not 
the costs that are donor authorized need to be moved from categorical 
to programs such as Project Administration. 

3. In cases where the specific categorical program is not contained on the 
J380, the;- are to be combined on one line. (Program 0346 should be 
used for all other federal and Program 0357 should be used for all 
other stite.) 

4. With specific references not made to pulling out costs, it must be kept 
in mind that in the future these specific programs may have 
administrative costs that must be trei.sf erred. 

PROGRAM 0509 VOCATIONAL EDUCATION 

Currently the district has several sub programs utilized 1n conjunction with 
vocational education grants, but all programs are reported on one line. For 
consistency, a new system will have to be devised to eliminate the necessity of 
using the sub program number for determination of specific projects. To 
accomplish the above, new individual program numbers are to be established for 
each Vocational Education grant. 

1. Review all sub program numbers to determine what additional programs 
will have to be set up and make the necessary changes. 

2. All VEA user program codes should be 0509. 

3. Advise all parties utilizing this program of the change. 
PROGRAM 0511 ECONOMIC IMPACT AIDS 

1. Establish a sub program code of 0398 defined as Special Projects 
Administration. 

2. Recode all costs in conjunction with administration to the new sub 
program designation. 

3. Change all coding In conjunction with clerical staff to Projects 
Administration. 
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4. Every attempt should be made to make all necessary codirr changes prior 
to the end of the fiscal year so that charges are correct. 

5. Advise all users of the program of the change. 

PROGRAM 0514 INDONESIAN CHINESE REFUGEE ACT 

Based on current reading it appears that a specific category for this is 
provided under special projects categories ; therefore, it would have to go under 
Federal Immigration anc 1 Refugee Acts. User program code 0514 is to be changed to 
user program code 0341. Advise all users of the program of the change. 

PROGRAM 0523 JOB TRAINING PARTNERSHIP ACT I JTPA) 

1. Program 0523 SYETP is now, in fact, JTPA. 

2. This program does contain provisions for administrative and clerical 
costs and ?11 user program sub program codes must be altered to deal 
with this aspect. 

It is necessary to distinguish a separation between expenditures made during 
the summer of the grant, and preliminary expenditures made for the next fiscal 
year generally received and expended during the months of May and June. To 
accomplish this, the following steps will be taken. 

1. The coding structure for the summer expenditures will be the same as 
currently used. 

2. When new funding is received during the months of May and June, the 
budget and all expenditures will be set up utilizing sub-object codes 
distinguishing the new fiscal year, i.e., .87. At the close of the 
fiscal year, this data will be converted to the normal budget coding, 
and effective July 1 everything will be changed back to the normal 
budget coding. 

PROGRAM 0526 EDUCATION CONSOLIDATED ACT. ETC. 

Current' y combined within Program 0526 are all Chapter I and Chapter II 
costs. The following changes must take place. 

1. Change the definition of 0526 to Chapter I. 

2. Establish a new program 0527 Chapter II and move all appropriate costs. 

3. Change user program codes for Chapter II from the current code to the 
new identification code of 0527. 

4. Set up appropriate sub program numbers to deal with administration and 
clerical costs. 

5. Advise all parties of changes. 
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PROGRAM 0530 PUBLIC LAW 94-142 

Historically all costs In relationship to Public Law 94-142 were accumulated 
as categorically funded. The new reporting requirements state that these costs 
should be combined with the regular Special Education program; therefore, the 
following must take place. 

1. All costs In Program 0530 must be redistributed to new program numbers. 

2. A new program number must be established, (0394 defined as PL 94-142) 
to move the appropriate costs to the new program number. 

3. As the grant for 94-142 Is In the general area of $140,000 and the 
current expenditures are at approximately $200,000, all charges for the 
Severely Handicapped class at Searles Elementary School are to be moved 
from the current program to Program 0391, with user code 03 U. 

4. The other two classes in this program, Pioneer Elementary and 
Barnard/White Middle, are Special Day Non-Severely; therefore, the 
program number Is to be changed to 0394, and the user program code to 
0393. 

PROGRAM 0531 SPECIAL EDUCATION PUBLIC LAW 94-142 INSERVICE 

It 1s required that discretionary grants be accounted for separately; 
therefore, this program would remain as is. 

PROGRAM 0540 SCHOOL IMPROVEMENT 

Careful review of all potential administrative costs within this program 
must be made, and if they exist sub program codes are to be changed to account 
for those. All other coding In this program remains the same. 

Within this program, there are costs related to Project Administration, 
Instructional Administration (Cathie Kelly), and School Administration. Each of 
these costs need to be sub-programmed so that they are charged back to tho> above 
programs. 

P ROGRAM 0541 CAP 

CAP score funding Is considered Other State, therefore all account codes 
within the program must be user program coded to the appropriate code for Other 
State. Beginning with 1987-88, this program will cease to operate. 

PROGRAM 0542 MILLER-UNRUH 

It Is not necessary to make any changes in this program but it must be kept 
In mind that when completing the final reports, only the amount equal to Income 
Is to be reported as Miller-Unruh in column 1, with the balance being moved to 
General Education. This will then be redistributed In column 2. 
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PROGRAM 0543 GIFTED AND TALENTED 



Designation as a categorical program in relationship to Gifted and Talented 
has now been changed, and this is now a General Education program. All 
Instructional Adm1 n1 strati on 'costs are to be moved to Instructional 
Administration by using user code 0410. 

1. Establish a new program number in the program field of General 
Education, to be 0143. 

2. Establish a user program the same as the program number, to be 0143. 

3. Move all cost data historically to the new program number. 
PROGRAM 0544 TENTH GRADE COUNSELING 

At the time the district was provided with a tenth grade counseling grant, 
it was determined that one additional counselor would be added to the staff at 
the high school. The basis of this decision was so that all counselors would 
have more time to spend with tenth grade students. This program will have to be 
handled 1n the same fashion as M1ller-Unruh, 1n that any cost exceeding the grant 
wi:i have to be moved from Tenth Grade Counseling to the Pupil Services program, 
user code 0610, for column 1 purposes. 

PROGRAM 0545 MENTOR 

No changes will be required in this program. 

PROGRAM 0547 MIGRANT EDUCATION 

Contained within the current program number 0547 is both Migrant Ed, and 
Migrant Ed Summer School. Both of these programs are considered on the new J380 
report form as "Chapter I Migrant Ed." The following must be done. 

1. Establish new program numbers for both the basic Migrant Ed program and 
the Migrant Ed Summer School program, separate program numbers. 

2. Establish a new user program code so that both Migrant Ed and Migrant 
Ed Summer School are combined. 

3. Review the entire program for all administrative costs and code 
appropriately. 

PROGRAM 0548 EMERGENCY IMMIGRANT ED. ASSISTANCE 

1. Beginning with 1986-87, there is a separate line item for this program. 
Therefore, the user program code will have to be changed to 0341. 

2. Review the entire program for all administrative and other costs and 
sub- program code appropriately. 

PROGRAM 0551 STAFF DEVELOPMENT 

This program can remain as 1s. 
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PROGRAM 0555 MINI GRANTS 

This Is to be considered In the category of All Other State Projects; 
therefore, the following changes have to be made. It has been determined that 
breaking out the mini grants into numerous sub-programs Is not worthwhile; 
therefore, by object all costs will be combined. 

1. First, the user program code must be changed to Other State Projects 
0555. 

2. Combine all costs by object and establish new budgets using the new 
user program code. 

3. Advise all users of the change. 
PROGRAM 0559 TECC MINI GRANT 

This program can remain as is. 
PROGRAM 0560 NUTRITIONAL ED. 

User program code Is to be changed to 0357 All Other State Projects. 
PROGRAM 0561 STAFF DEVELOPMENT 

User program code to be changed tc 0561. 
PROGRAM 0562 ED TECHNOLOGY LOCAL ASST. 

User program code to be changed to 0562. 
PROGRAM 0569 DISCONTINUED PROGRAMS 

User program code to be changed to 0357. 
P ROGRAM 0620 GUIDANCE AND COUNSELING 

1. A new user program code, 0610, is to be establlshea defined as Pupil 
Services. 

2. Change all of the user program codes to the new user code. 

3. Advise all individuals using this program of the change. 
PROGRAM 0630 PSYCHOLOGICAL SERVICES 

1. Charge all user program codes to the newly established 0610 Pupil 
Services code. 

2. Advise all users of the program of the change. 

PROGRAM 0711 BOARD OF EDUCATION 

1. Establish a new user program code, 0710, defined as District 
Administration. 
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2. Change all user program codes to the new code.. 

3. Advise all those using the system of the change. 

* 

PROGRAM 0713 SUPERINTENDENT 

1. Change user program code to the new District Administration code. 

2. Advise all those using the system of the change. 
PROGRAM 0714 DISTRICT INSTRUCTIONAL ADMINISTRATION 

Based on the Implementation guide, 50% of the cost In conjunction with the 
Associate Superintendent are to be charged to District Instructional 
Administration, and 50% to Instructional Administration. 

1. Make the necessary changes to charge back 50% of all costs to 
Instructional Administration. 

2. Do not transfer costs In conjunction with conferences, etc. 

3. Change the user program code for the costs remaining in this program to 
the new user program code for District Administration. 

PROGRAM 0717 ADMINISTRATIVE SERVICE S 

1. Change the user program code to the newly established District 
Administration code. 

2. A review in relationship to Insurance costs must be determine*. The 
new guidelines recuire that Insurance as It relates to driver triinlng, 
food service vehicles, and transportation vehicles, must be r * direct 
charge to those programs. Consideration needs to be given on whether 
or not we want all costs accumulated in this program for other 
insurance, and then distributed back as a direct cost through the user 
program code or simply go ahead and make direct charges. The first 
step is to obtain the necessary information from our Insurance broker 
regarding the breakdown. When this information has been received a 
final determination on dealing with this will be made. 

3. Move the costs for PERS reduction from Program 0717 to Program 0885 - 
Other Outgo. 

PROGRAM 0719 PERSONNEL 

1. Change the user program code to the newly established code for District 
Administration. 

2. Advise all those using the program. 

PROGRAM ^ ■: ■ "TtATIONS 

1. the user program code to the newl> established code for District 

5trat1on. In addition, substitute costs In negotiations are to 
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be charged back to the actual program from which the substitute was 
furnished. This transfer will take place by using the appropriate user 
code. 

2. Advise all those using the program. 
PROGRAM 0725 BUSINESS 

1. Change the user program code to the newly established code for District 
Administration. 

2. Advise all those using the program. 
PROGRAM 0730 ELECTRONIC DA TA PROCESSING 

1. Change the definition for program and user program to Centralized Data 
Processing. 

2. Although not fully determined, procedures will have to be set up within 
this program as detailed previously In this document relative to 
charging user departments for data processing costs. Appropriate 
provisions need to be set up once determination is made. 

PROGRAM 0733 PUBLICATIONS 

1. Change the user program code to the newly established program code for 
District Administration. 

2. Advise all users. 

3. As with Data Processing, a system must be established charging back 
costs to user programs. 

PROGRAM 073 6 SELF INSURANCE 

1. Change user program code to the newly established Administration code. 

2. Advise all users. 
PRO GRAM 0750 MAINTENANCE 

1. Redefine program and sub program to read Plant Maintenance. 

2. Change all user program numbers to 075G. 

3. Advise all users. 

4. As outlined earlier, all equipment repair parts for instruction and 
non- Instruction, must be moved from the Maintenance program, unless 
they are specifically for maintenance equipment, to the user code. The 
following must be Implemented. 

A. All Instructional equipment repair must be moved from Maintenance 
to Program 0101 General Education. In moving, the program number must 
be changed to 0101, and the level/control code must be changed to the 



3/5-4 code. 

B. All non-Instructional repair at school level must be moved to 
School Administration, 0490, with the level/control code changed to 
control 4. (All costs, In conjunction with Continuation School for 
instructional are to be moved to Program 0102, and all costs In 
conjunction with ROP are to be moved to Program 0104.) 

C. Costs charged to the district office are to be reviewed and 
redistributed as follows, those costs directly related to Data 
Processing to Program 0730, those costs directly related to Printing to 
0733, and the balance of the costs to Program 0717. 

5. In the past we have charged air conditioning filters and light bulbs to 
Maintenance and this Is an inappropriate charge as it belongs In 
Operations. Attempt to determine the charges made this year and 
transfer them to Operations along with additional budget allocations. 

6. Set up necessary procedures so that in the future these charges are 
correct. 

PROGRAM 0763 OCCUPATIONAL SAFETY HEALTH 

Change the user program to 0750. 
PROGRAM 0772 CUSTODIAL 

1. Change the user program code definition for 0772 to Plant Operations. 

2. Move the sprinkler repairman costs to the Plant Maintenance program. 

3. Change all user program codes to 0772. 

4. Advise all users of change. 
PROGRAM 0773 GROUNDS 

1. Change user program number to 0772. 

2. Advise all users of the program of the change. 
PROGRAM 07-5 UTILITIES 

1. Change all user program codes to 0772. 

2. Advise all users of the change. 
EBSmm 0790 TRANSPORTATION 

1. Change user program number definition to Pupil Transportation. 

2. Change all user program numbers to 0790. 

3. Advise users of changes. 
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PROGRAM 0792 SPECIAL EDUCATION TRANSPORTATION 



1. Change user program number to 0790. 

2. Advise all users of the change. 
PROGRAM 0830 FRINGE BENEFITS RETIREES 

The program 1s okay as 1s. 
PROGRAM 0840 FOOD SERVICE 

The program Is okay as 1s. 

Change user code for the Meals For Needy transfer from 0840 to 0885 - Other 
Outgo. 

PROGRAM 0850 FACILITIES 

The program 1s okay as 1s. 
PROGRAM 0883 TUITION 

The program 1s okay as 1s. 
PROGRAM 0885 OTHER OUT GO 

The program 1s okay as 1s. 
FUND 49 TEXTBOOKS 

It Is required that all charges 1n Fund 49 be combined with the General 
Fund. A careful review of the coding structure utilized will have to be made 1n 
relationship to this fund, but 1n all probability the only Hem that will be 
necessar Is to recode the user program back to the General Fund parallel user 
program numbers (I.e., Income and expense). 

MISCELLANEOUS CONSIDERATIONS TO STILL BE DETERMINED 

1. Meet with the Director of Special Education to determine 1f, 1n fact, 
psychologists use any clerical time. If so, some relationship of clerical 
time to assessment costs needs to be established. 

2. Careful analysis .f the relationship of Adult Ed. and Food Service funds 
must be reviewed. 

3. Apparently new Income object codes as well as other requirements will be 
required next fiscal year. We need to obtain copies of additional 
instructions and begin to take Into consideration 1n our work. 

4. Advise all parties that all mandated cost claim Income Is to be considered 
cash and recorded in the current fiscal year, not as a receivable. 
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5. Consideration of additional changes for next fiscal year relative to 
documentation of directors. 

6. Research the use of object code 5700. 

7. Keeping 1n mind that If we change the work assignments of the mechanics, a 
work order system will have to be developed. 

8. In reading the Implementation program, there were several references t • the 
fact that during the first week of December and April Resource Specialists 
must keep track of the number of students they serve, I.e., severely, 
non- severely, etc. I need to meet with Dr. Boylan to find out what all of 
this means. 

9. Careful analysis must be made In relationship to supplements dealing with 
Special Education to ensure we are In a position to complete these forms. 

10. As there are substantial coding changes, a document showing conversion must 
be developed no later than June 1. Payroll must be very Involved so that 
all of their coding can be changed before the first payroll next fiscal year 
can be run. Strict Inservlce needs to be provided to site administrators 
and all others coding advising them of changes. A procedure needs to be 
established whereby no purchase order is typed unless one individual, 
probably Norma, has reviewed the code. This procedure should take place for 
at least six months to ensure all Individuals are familiar with the new 
coding structure. 

11. It has been referenced to the fact that on April 1 certain FTE counts are 
made in relationship to Special Education. I need to meet with the Director 
of Special Education to determine what this means. 

12. Assessment breakdowns should show whether we're dealing with severe or 
non-severe students and this needs to be reviewed. 

13. Determination needs to be made of whether to use 5700 account In 
relationship to cafeteria charges or continue the methods currently used. 
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APPENDIX L: 

STATE DEPaRTMENT OF EDUCATION 
J-380 FORMS AND INSIHXnC^S 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIG APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN THE 
ORIGINAL SOURCE DOCUMENT. 
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FORMS AND INSTRUCTIONS FOR PREPARATION OF THE 

J-380/J-780 * 
ANNOi L PROGRAM COST DATA REPORT 



Enclosed are the following forms 
of the Annual Pre ./ram Cost Data R 

Note: The methods for completing 
to completing the J-780. 

1. Form J-380/J-780 and 
Instructions 

2. Worksheet #1 and 
Instructions (green) 

3. Worksheet #2 and 
Instructions (blue) 



4. Worksheets #3 and 
Instructions (pink) 

5. Worksheet #4 and 
Instructions (yellow) 

6. Form J-380-SE, Worksheet 
SE, and Instructions 
(buff) 

7. J-380 Technical Checklist 



instructions for preparation 



the J-380 are also applicable 



Annual Program cost Data 
Report 

Development of Direct Support 
Cost Allocation Factors 

Determination of Adjustments 
to Special Projects Donor 
Authorized Charges 

Determination of Documented 
Direct Support costs 

Distribution of Direct Support 
Costs 

Annual Program Cost Data 
Report Supplement — Special 
Education Programs 



GENERAL WSEMXim 

1. One original of each form and worksheet is provided. It is 
suggested that working copies be made of these documents 
since additional sets will not be available. 

2. Do not enter data into any cells that have been blocked 
out. 

3. Throughout these instructions, reference is made to the 
California School Accounting Manual . The 1988 edition 
should be used. Further information can be found in the 
"Program Cost Accounting Questions and Answers" issued by 
the State Department of Education. The 1989 Questions and 
Answers document replaces the several sets of questions and 
answers issued by the Department in 1986. 
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4. Two copies of all forms and worksheets are to be 

transmitted to the county superintendent of schools, one 
set will subsequently be filed with the State Department of 
Education. 



GENERAL PROCEntTREfi 

Preparation of the J-380 will be simplified if the forms are 
completed in the following order: 

Step 1 - Develop the direct support jost allocation factors 
using Worksheet #1 (greeny . 

Step 2 - Complete Column 1 (Direct Charges) of Form J-380. 

Step 3 - Develop the adjustments to the Special Projects 

donor-authorized charges using Worksheets #2 (blue) . 
Enter the appropriate amounts into Column 2 
(Adjustments for Special Projects charges in Column 
1) of Form J-380. 

Step 4 - Complete Column 3 of Form J-380 by entering the sum 
of Columns l and 2. 

Step 5 - Determine the total support costs to be distributed 
as Documented Direct Support using Worksheets #3 
(pink) . 

Step 6 - Distribute the Allocated and Documented Direct 

Support costs using Worksheet #4 (yellow) . Enter 
the appropriate totals into Column 4 (Documented 
Direct Support Costs) and Column 5 (Allocated Direct 
Support Costs) of Form J-380. 

Step 7 - Complete Column 6 of Form J-380 by entering the sums 
of Columns 3, 4, and 5. 

Step 8 - Compute the indirect cost rate using the formula on 
page 6. 



Step 9 - OPTIONAL: Compute and enter the indirect costs to be 
charged to each program in Column 7. The residual 
amounts in Gt -al Support, Support to Other Funds 
and Facilitiee, Rents and Leases will become zero as 
all these costs are distributed. Add across Columns 
6 and 7 and enter the results in column 8. 

Step 10- Complete Form J-380-SE using Worksheet SE. 

Step 11- Review the completed j-380 report using the J-380 
Technical Checklist. 
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FORM J-380: ANNUAL PROGRAM COST DATA REPORT 

INSTRUCTIONS 

The purpose of the Annual Program Cost Data Report is to provide 
the means for charging direct costs to all appropriate programs 
and projects, and the subsequent distribution of direct support 
and indirect support costs from support service programs to the 
various user programs. This provides the means for assessing the 
fiscal impact of operating all such programs and projects. This 
kind of cost identification is critical to the development of a 
meaningful cost reporting system for use by state and local 
decision makers. 

PROCEDURES 

la. General Fund Data COMPLETE COLUMN la, "DIRECT CHARGES" 

A. Enter the Direct Costs for all Instructional, Support 
Service, Auxiliary, Facilities, and Other Outgo programs. 
Direct Costs must be reported in accordance with the 
California School Accountin g Manual . Refer to page 4-2, 
"Program Classification Definitions," and page 4-20, 
"Direct Costs, Direct Support Costs, and Indirect Costs 
Distribution." 

B. Enter the donor-authorized charges for all Special 
Projects. Report only costs expressly funded by the donor, 
including direct costs, direct support costs, and indirect 
costs. These amounts should agree with the financial 
reports submitted to the donor agencies. 

C. Enter in the Section "Less Support to:" the total of direct 
support costs and indirect costs actually transferred to 
the Adult Education Fund, Cafeteria Fund/ Account , or Child 
Development Fund. Refer to the attachment to these 
instructions for further information on reporting support 
transfers to these funds. 

D. Total column la and verify that the total for this column 
agrees with Form J-201 Summary, column C, lines B-10 (EDP 
857) plus D-lb (EDP 903) plus D-2b (EDP 967). 

lb. Routine Repair and Maintenance Fund COMPLETE COLUMN la, 
"DIRECT CHARGES" 

A. Enter the Direct Costs for all Maintenance and Other Outgo 
programs. Direct Costs must be reported in accordance with 
the Californ ia School Accounting Manual . Refer to page 
4-2, "Program classification Definitions," and page 4-20, 
"Direct Costs, Direct Support Costs, and Indirect Costs 
Distribution." 
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B. Total column lb and verify that the total for this column 
agrees with Form J-208 Summary, column C, lines B-10 (EDP 
857) plus O-lb (EDP 903) plus D-2b (EDP 967). 



2. COMPLETE COLUMN 2, "ADJUSTMENTS FOR SPECIAL PROJECTS CHARGES 
IN COLUMN 1" 

A. Develop the adjustments to Special Projects direct charges 
using Worksheets #2 (blue) in accordance with the 
instructions provided. Enter the appropriate totals in 
column 2 of Form J-380* 

B. Total column 2. The total for this column must net to 
zero. 

3. COMPLETE COLUMN 3, "ADJUSTED DIRECT COSTS" 

A. For each program add across columns la, lb, and 2, and 
enter the results in column 3. 

B. Total column 3 and verify that the total for column 3 is 
the same as the sum of the totals of columns la and lb. 

4. COMPLETE COLUMN 4, "DOCUMENTED DIRECT SUPPORT COSTS," AND 
COLUMN 5, "ALLOCATED DIRECT SUPPORT COSTS" 

A. Develop the documented and allocated direct support costs 
using Worksheet #i, (green), Worksneet #3 (pink), and 
Worksheet #4 (yellow) in accordance with the instructions 
provided for each. Enter the appropriate totals from 
Worksheet #4 in columns 4 and 5 of Form j-380. 

B. Total column 4. The total for this column must net to 
zero. 

C. Total column 5. The total for this column must net to 
zero. 

5. COM^TE COLUMN 6, "TOTAL DIRECT AND DIRECT SUPPORT COSTS" 

A. For each program, add across columns 3, 4, and 5, and enter 
the results in column 6. 

B. Total column 6 and verify that the total for column 6 is 
the same as the total for column 3, 
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6. COMPUTE THE INDIRECT COST HATES 



Determine the indirect cost rate using the following steps 
(Note: This formula appears on page 6 of Form J-380) : 

Step 1: Total and record the support costs reported in 
column 6 for the following: 

Support Services EDP 422 (designated "d") 

Support to Other Funds EDP 445 (designated "e") 
Facilities-Rents & Leases EDP 467 (designated "f") 

Step 2: Total and record the direct costs and direct 
support costs for the following programs as 
reported in column 6s 

Instruction Programs EDP 270 (designated "a") 

Special Projects EDP 370 (designated "b") 

Auxiliary Programs EDP 465 (designated "c") 

Step 3 Divide the sum of the amounts in Step 1 (above) by 
the sum of the amounts in Step 2 (above) and carry 
the result to six (6) decimal places. THIS 
REPRESENTS THE STATE INDIRECT COST RATE. 

7. COMPLETE COLUMN 7, "INDIRECT COSTS" (COMPLETION OF THIS COLUMN 
IS OPTIONAL) 

A. Allocate indirect costs to all Instructional Programs, 
Special Projects, and Auxiliary Programs. Apply the rate 
obtained in Step 3 (above) to the total costs of each 
Instructional Program, Special Project, and Auxiliary 
Program reported in column 6. 

B. For indirect costs transferred to the Adult Education Fund, 
Cafeteria Fund/ Account , and Child Development Fund, enter 
in column 7 the portion of the negative amount shown in 
column 6, which represents indirect costs charged to each 
of these funds. If the amount in column 6 is positive , 
enter zero (0) in column 7. 

C. Total column 7. The total for this column must net to zero 
(0). 

8. COMPLETE COLUMN 8, "TOTAL PROGRAM" (COMPLETION OF THIS COLUMN 
IS OPTIONAL) 

A. For each program, add across columns 6 and 7 and enter the 
results in column 8. 

B. Total column 8. Verify that the total for column L is the 
same as the total for columns 3, and 6. 
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9. DETEBMINE WHETHER FORM J-380-SE NEEDS TO BE COMPLETED 

if special education program costs were reported by the 
LEA, indicate on page 6 of Form J-380 whether or not 
programs were operated only for non-severe ly handicapped 
pupils. If the answer is "no- 1 (i.e., if programs were 
operated for severely handicapped pupils), Form J-380-SE, 
Annual Program Cost Data Report Supplement — Special 
Education Programs, must also be completed. 

10. REVIEW THE COMPLETED REPORT 

t 

Use the J-380 Technical Checklist to review the completed Form 
J-380 Annual Program Cost Data Report. 

11. TRANSMITTAL OF FORM J-380 

This report shall be prepared in triplicate, and the 
original and one copy sent to the county superintendent cf 
schools no later than September 20, 1989. One copy shall 
be retained in the district files. 

After examination and approval, the county superintendent of 
schools shall forward the original of this report to the 
Office of Management Reports and Analysis, P. o. Box 944272, 
Sacramento, California 9424 -2720; or, for hand delivered 
reports, room 590 of 560 "J" Street, Sacramento, California. 
The report shall be filed with the State no later than October 
20, 1989. 



J-380 Instructions 



Rev. 4/89 



WORKSHEET #1 

DEVELOPMENT OF DIRECT SUPPORT COST ALLOCATION FACTORS 

INSTRUCTIONS 

The purpose of this worksheet is to develop factors that will be 
used to distribute allocated direct support costs to user 
programs/activities. The factors to be developed are full-time 
equivalent teachers, classroom units, pupils transported, and 
ratio of costs, with the exception of Special Projects 
Administration factors, this worksheet can be completed before 
the close of the school year. 

PROCEDURES 

1. FULL-TIME EQUIVALENT (FTE) TEACHERS 

Column 1; Enter the total full-time equivalent teachers in 
each program. Refer to the description of the FTE teachers 
method in the attachment to these instructions. Totax Column 
1 and enter the results at the bottom of page 5. 

Columns 2. 3. 4 and 5 : Determine the FTE teachar units for 
each program that receives or utilizes services from the 
support program designated for each column, in accordance with 
the FTE teachers method described in the attachment to these 
instructions. 

Included Factors: For each program reflecting FTE teacher 
units in Column 1, report on the first line all FTE teacher 
units receiving or utilizing services from each support 
program designated in Columns 2, 3,4 and 5. 

Excluded Factors : For each program reflecting FTE teacher 
units in Column I, report on the second line any FTE 
teacher units to be excluded because (1) some or all of the 
FTE teachers do not utilize a support service, or (2) the 
support service charges are separately documented. 



TOTAL FACTOR A FACTOR 8 FACTOR C FACTOR 0 
FTE Instructional Instructional School Puoil 
TEACHERS Adiin Media Adtin Sirvicas 

EDP (FTE) FTE FTE FTE FTE 

Pro^rai/Activny !?:....!!! ill ill IJL......15L... 

QENERAL"EDUCATIf'r"============^ 
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FACTORS ExCLUOED \TlTlTlJlY' \' m "j j _J <~Factors Excluded 



0 

ERIC 



Total Columns 2, 3, 4 and 5 and enter the results at the 
bottom of page 5. These factors will be used as the basis for 
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allocating direct support costs from these support programs to 
the appropriate user programs. 

2. CLASSROOM UNI1S (CUs) 

Column §: Enter the total classroom units occupied by e?.ch 
program. Refer to the description of the classroom units 
method in the attachment to these instructions. Total Column 
6 and enter the results at the bottom of page 5. 

The number of classroom units at a school site will generally 
be the same as the number of FTE teacher units, since each 
class generally has one teacher and occupies one classroom. 
However differences will occur for various reasons, such as: 

1. A half-time teacher who occupies a classroom in which no 
other classes are held would be reported as .5 FTE and 1 
CU. 

2. A regular secondary home and hospital teacher carrying a 
full case load would be .reported as 1 FTE and 0 (zero) CU 
because no classroom space is utilized. 

Columns 7, 8 and 9; Determine the classroom units for each 
program that receives or utilizes services from the support 
program designated for each column, in accordance with the CU 
method described in the attachment to these instructions. 

Included Factors,; For each program reflecting classroom 

units in Column 6, report on the first line all classroom 

units receiving or utilizing services from each support 

program designated in Columns 7, 8 and 9. 

Excluded Factors; For each program reflecting classroom 
units in Column 6, report on the second line any classroom 
units to be excluded because (1) some or all of the units 
of space do not receive a support service, or (2) the 
support service charges are separately documented. 

Total Columns 7, 8 and 9 and enter the results at the bottom 
of page 5. These factors will be used as the basis for 
allocating direct support costs from these support programs to 
the appropriate user programs. 

3. PUPILS TRANSPORTED (PTfc) 

Coimnn 10 : En^r the total pupils transported home-to-school 
for each program. Refer to the description of the pupils 
transported method in the attachment to these instructions. 
Total Column 10 ana enter the results at the bottom of page 5. 
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Column 11 r Determine the pupils transported for each program 
in accordance with the PT method described in the attachment 
to these instructions. 

Included Factors: For each program reflecting pupils 
transported in Column 10, report on the first line all 
pupils transported home-to-school when the vehicles 
utilized are not identified as specific use and the 
charges are not separately documented. 

Excluded Factors : For each program reflecting pupils 
transported in Column 10, report on the second line — 
pupils transported home-to-school but excluded bee? <ae 
vehicles utilized are identified as specific use and the 
charges are separately documented. 

Total Column 11 and enter the results at the bottom of page 5. 
These factors will be used as the basis for allocating direct 
support costs from this support program to the appropriate 
user programs. 

4. RATIO OF COSTS 

Column 12: Indicate all of the special projects operated by 
the LEA. Enter a "Y" (for Yes) for each project operated. 
Refer to the description of the ratio of costs method in the 
attachment to these instructions. 

Column 13 : Determine which special projects receive or 
utilize services from the Special Projects Administration 
program. 

For each special project reported as operated in Column 12, 
indicate with a "Y" (for Yes) all special projects 
receiving or utilizing services from the Special Projects 
Administration program. 

Column 14 : Enter the ratio of costs factor for each special 
project. (Note: This column cannot be completed until after 
the close of the fiscal year, and Columns la, lb, 2 and 3 of 
Form J-380/580/780 have been completed.) 

, Included Factors : For each special project which has a "Y" 
indication in Column 13, enter on the first line the amount 
which appears <:/> Form J-380/580/780, Column 3, 

Excluded Factors : For each special project which has an 
"M" indication in Column 13, enter on the second line the 
amount which appears on Form J-380/580/780, Column 3. 
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Note; Certain project reporting lines include summary 
totals for several projects. These summary reporting lines 
are: 

All Other Federal Projects (EDP 346) 
All Other State Projects (EDP 357) 
All Local Projects (EDP 368) 

Identify each of the special projects included on these 
summary lines which receive or utilize services from the 
Special Projects Administration program. Enter on the 
! first line the amounts reported on Form J-380/580/780, 
Column 3 for the identified projects which are to be 
included for this allocation. Enter on the second line 
the amount reported on Form J-380/580/780, Column 3 for 
those projects which are to be excluded from this 
allocation. 

The Nonagency Activities programs (EDP 461, 463) may 
include contracted special projects activities. Identify 
each contracted project activity which receives or utilizes 
services from the Special Projects Administration program. 
Enter on the first line the amounts reported on Form 
J-380/580/780, Column 3 for the identified projects which 
are to be included for this allocation, Enter on the 
second line the amounts reported on Form J-380/580/780, 
Column 3 for those projects which are to be excluded from 
this allocation. 

Total Column 14 and enter the results at the bottom of page 
5. These factors will be used as the basis for allocat.v.ig 
direct support costs from this support program to the 
appropriate user programs. 

UPON COMPLETION: 

FORM J-380: 

DISTRICTS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT TWO COPIES TO THE COUNTY OFFICE OF EDUCATION. THE 
COUNTY WILL FORWARD ONE COPY TO THE STATE WITH THE J-380. 

FORM J-580: 

COtWTY OFFICES ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT ONE COPY TO THE STATE DEPARTMENT OF EDUCATION. 

FORM J-780: 

JPAS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT 
TWO COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTY 
WILL FORWARD ONE COPY TO THE STATE WITH THE J-780. 
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Attachment To: 
Worksheet #1 Instructions 



All support programs will be allocated using the following 
specified methods: 

Full -Time Equivalent (FTE) Teachers 
Classroom Units (CU) 
Number of Pupils Transported (PT) 
Ratio of Cost 



1. Full-Time Equivalent (FTE) Teachers Method 

The full-time equivalent teachers method is used to allocate 
Instructional Administration, Instructional Media, School 
Administration, and Pupil Services program costs. 

The basis of this allocation metaod is the number of full-time 
equivalent teachers serving (assigned) in each program. An 
assignment is a specific responsibility, classroom assignment, 
or course section taught. 

All personnel! providing instructional services to students 
should be included in the FTE count. Assistant teachers 
(certificated or classified) should be included if they carry 
an active student register and their services generate ADA. 
Certificated and classified employees providing Special 
Education DIS, and carrying an active student register, should 
Also be included in the FTE count. 

Full-timg equivalency is determined on the basis of number of 
hours that constitute a full-time teaching (student contact) 
assignment for the school district. 

Single Assignment - A full-time teacher assigned to a 
single program is counted as one (1) FTE to the assigned 
program. 

Split Assignment - The FTE for a full-time teacher assigned 
to two or more programs is split between the assigned 
programs on the basis of teacher contract hours in each 
assignment. For purposes of determining the FTEs to be 
allocated to each assignment, preparation periods, 
supervision, noon duty, IEP assessments, and other 
ancillary assignments are considered to benefit each 
assignment in proportion to the hours assigned and will be 
disregarded in the FTE calculation. Study halls are 
considered a regular class assignment. 
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EXAMPLE : A full-time teacher is assigned 2 regular 
classes, 2 GATE classes, 1 study hall, and 1 preparation 
period ■ 5 classes (preparation period has been 
disregarded) 

Regular Education (2 regular classes plus study hall) = 
3 Classes 

I c }a sse a = 60 % = .6 FTE 
5 classes 

GATE ■ 2 classes 

5 classes " <°* = - 4 *TE 

Semester, Assignment - Full-time teachers in programs of one 
semes* *r or less should be counted as .5 FTE. Full-time 
teachers in programs of more than one semester should be 
counted as 1 FTE. 

Part-time - Full-time equivalency for part-time teachers is 
based upon the ratio of the number of hours taught to the 
number of hours that constitute a full-time teaching (student 
contact) assignment for the school district. 

EXAMPLE 1: Teacher *°. -hes 3 hours per day? full-time 

teaching assignment hours are 5 hours per day. 

3/5 - 60% = .6 FTE 

EXAMPLE 2: Teacher teaches 3 hours per day? full-time 

teaching assignment hours are 6 hours per day. 

3/6 » 50% = .5 FTE 

Teacher FTE counts are developed by totaling the computed teacher 
FTEs in all Instructional programs, Special Projects, Support to 
Other Funds, and Nonagency Activities. Include in the teacher 
FTE count those teachers assigned to programs operated at the 
district but not actually employed by the district (i.e., Special 
Education or ROC/P classes operated at a school district site but 
whose teachers are paid by the county office of education) . 
These FTE counts are recorded in the Nonagency Activities, 
Educational program. 
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EXAMPLE: DISTRICT-WIDE TEACHER FTE COUNT 



No. of 
Teachers 



General Education Teachers, Regular 34.6 

Special Education SDC Teachers 3 
Special Education Resource Specialist Teacher 1 

Certificated Speech Therapist, DIS 1 

Classified Speech Aide, DIS (2 half-time) 1 

ECIA, Chapter 1, Teachers 2 

GATE Teacher 0.4 

SIP Teacher 2 

EIA Teachers (2 full-time, 1 half-time) 2 . 5 



47.5 

Use of the allocated method to distribute direct support costs 
generally assumes that all programs utilize some portion of each 
of the support service programs. If a program does not utilize a 
support service, or if all direct support charges to a user 
program are documented direct support charges, the FTE teacher 
count for the non-user program is to be excluded from the total 
FTE count for that support service program. Exclusion of any 
portion, or all of a program from an allocation formula would be 
on an exception basis and would mean that certain documentation 

• exists to substantiate the exclusion. Minimum documentation of 
an exclusion would consist of verification by the user program 
administrator that a portion, or all of the program did not use 
any part of a specific support service program. It is suggested 
that, in addition, the exclusion be confirmed by the support 
program administrator. 



EXAMPLE: ADJUSTED TEACHER F.T.E. COUNT - ALLOCATION OF THE 
INSTRUCTIONAL MEDIA PROGRAM 

Utilizing the preceding example, the Special Projects Director 
certified that the ECIA, Chapter 1 project does not utilize 
the Instructional Media program services. The 2 FTE teachers 
for the ECIA, Chapter 1 project would be excluded from the FTE 
teacher count for the Instructional Media Program. 

Total, district-wide teacher count 47.5 FTE 

Total, adjusted teacher count for allocation 

of Instructional Media program costs 45.5 FTE 

The teacher FTE count may be developed at any time after 
classes have been established for the second semester. It is 
recommended that the teacher FTE count be developed as of 
April 1 of each year, to coincide with the special education 
counts also taken at that time. In a ^rge district, it may 
be more efficient to collect total FTE by having one worksheet 
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completed by each site administ ator, then combine the 
information into a composite worksheet. Care must be taken to 
assure that the same FTE are not reported by more than one 
site administrator. 



2. Classroom Units (CJ) Method : 

The classroom units method is used to allocate Plant 
Maintenance, Plant Operations,, and Facilities (rentals and 
leases) program costs. 

The basis of this allocation method is units of space, with 
one "unit" representing a classroom. A classroom unit (CU) 
represents the approximate area usually occupied by a 
classroom, varying from 800 to 1100 square feet, but generally 
about 960 square feet. 

It is assumed that commonly used floor space, such as school 
offices, corridors, rest rooms, faculty rooms etc., benefit 
each class in proportion to the floor space occupied by the 
classroom; therefore, they are not included as separate items. 

Large spaces (multipurpose rooms, gyms, etc.), small spaces 
(cubicles for speech therapy, etc.), and district 
administration facilities are converted to classroom units on 
the basis of 960 square feet per unit. In addition, classroom 
units shared by two programs are allocated to both programs on 
the basis of the number of hours the room is used by each 
program.. (Note: classroom units for non- instructional 
programs occupying space in district administration facilities 
are all reported as part of District/County office 
Administration) . 

EXAMPLE 1: The Speech Therapist utilizes a former storage 
room that measures 25' x 30' in area, a total 
of 750 square feet. This represents .78 CUs 
(750/960) . 

EXAMPLE 2: The multipurpose room of an elementary school 
is 70* x 80' in area, a total of 56,000 square 
feet, and represents 5.83 CUs. The kitchen 
area occupies an area of 40' x 50', a total of 
2,000 square feet, and represents 2.08 CUs 
(2,000/960). The remaining areas of the 
multipurpose room represent 3.75 CUS (5.83 - 
2.08) . 

The kitchen area is used a total of four hours 
each day by the Food Services Program. The 
remaining areas are used a total of nine hours 
each day: two hours each day for the lunch 
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periods; five hours each day by the gym 
classes; and two hours each day for community 
recreation. Classroom units would be 
established as follows: 

1) Food Services Program: 

Kitchen area: 4/4 hours ■ 1.00 x 2.08 total 
CUs = 2.08 

2) General Instruction: 5/9 hours - .56 x 3.75 

total CUs ■ 2.10 

3) Community Services: 2/9 hours ■ .22 x 3.75 

total CUs - .83 

4) Common Use - Lunch periods: 2/9 hours = 

.22 X 3.75 total CUs = .82 

(Note: Common use spaces are not counted as 
separate items . ) 

TOTAL CUs 5.83 



Operational buildings such as the maintenance shop, warehouse, 
transportation facility, etc., generally require approximately 
1/3 the amount of maintenance and upkeep services required for 
spaces used for student and other services. Such spaces 
should be divided by 2880 square feet (960 x 3) to establish 
CUs. Operational building would generally not include 
partially enclosed spaces (such as sheds or patios) . 

EXAMPLE : The warehouse facility measures 60' x 100' in 

area, a tctal of 6,000 square feet. The warehouse 
represents 2.08 CUs (6,000/2,880). 

Counts of classroom units are developed by totaling the 
computed classroom units for all Instructional, Special 
Projects, District/County Office Administration, Plant 
Maintenance, Plant Operations, Pupil Transportation, Community 
Service, Food Service, Child Development Activities, and 
Nonagency Activities progra-ns. 
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EXAMPLE: DISTRICT CLASSROOI'l UNITS 



GEN ED 

C u. 







WON 




SPEC ED 


ALLOC 


ALLOC 


TOTAL 


C II 


r n 


P TT 


P TT 
\* • U • 








34.60 


3.00 






3.00 


1.00 






1.00 


1.31 






1.31 








o nn 
*s • uu 




.60 




.60 








4.20 




4.16 




4.16 




1.66 




1.66 






11.98 


11.98 






1.74 


1.74 




2.08 




2.08 


5.31 


10.50 


13.72 


68.33 



Regular 

SDC 

RSP 

DIS § 1 
additional 



General Ed. , 
Special Ed. , 
Special Ed. , 
Special Ed. , 

classroom + 

15' x 20' area 
ECIA, Chapter 1 
GATE 

Multipurpose rooms: 2 @ 
70' X 80' * 11.66 CUs 
General Education @ 
5 hrs. per day 
Food Services (Kitchen area) 
@ 4 hrs. per day 
Community Services 
(Recreation) @ 2 hrs. 
per day 
District Office: 100' 
x 115' 
Maint. & Operations: 

50' X 100' 
Transportation: 60' x 100 



34.60 



4.20 



TOTAL CUs 



38.80 



No allocation will be made to the District/County Office 
AdmL istration, Plant Maintenance and Plant Operations 
programs. These amounts will remain in the indirect support 
pool. (In the example above, 13.72 CUs would not be 
allocated. This means that 20.08% [13.72/68.33] of Plant 
Maintenance and Plant Operations costs would remain in the 
indirect support pool.) 

3. Pupils Transported Method: 

The pupils transported method is used to allocate pupil 
transportation program costs. The basis of this allocation 
method is the number of pupils transported (PTs) which is 
determined by a count of the number of pupils in each program 
transported from home-to-school. This information should be 
available from district records. The total number of pupils 
transported (PTs) must equal the total reported on Form J -141 
"Annual Report of Pupil Transportation Expense." 
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Special Education pupils receiving home-to-school 
transportation may only be counted in the Special Education 
Transportation program if there is a requirement for 
home-to-school transportation in the child's IEP. Otherwise, 
these children will be counted as regular students. 

RSP and DIS pupils receiving home-to-school transportation to 
attend a school other than their neighborhood school because 
of a requirement of the IEP should be counted as Special 
Education PTs. RSP and DIS pupils receiving home-to-school 
transportation to attend their neighborhood school should be 
count as Regular Education PTs. 



4. Ratio of Costs Method: 

The ratio of costs method is used to allocate Special Projects 
Administration program costs. 

The basis of this allocation method is the ratio of the 
adjusted direct costs (reported on Form J-380/580/780, Column 
3) for the special Projects Administration program to the 
adjusted direct costs for all Special Projects utilizing this 
support services program. 

EXAMPLE: The total Special Projects Administration program 
costs to be distributed equal $41,000. 



The Adjusted Direct Costs of Special Projects 
utilizing t»»e Special Projects Administration 
program include the following: 



ECIA, Chapter I 
ECIA, Chapter II 
EIA 
SIP 



$125,000 
10,000 
125,000 
140.000 



TOTAL 



$400,000 



The ratio of the Special Projects Administration 
program costs to the total Special Projects is 
.1025 ($41,000/$400,000) , which is the basis of 
the allocation of these costs. 
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Example: 



Project Allocated 
Project Costs Ratio Support 

ECIA, Chapter I $125,000 X .1025 $12,812 

ECIA, Chapter II 10,000 X .1025 1,025 

EIA 125,000 X .1025 12,812 

SIP 140,000 X .1025 14,351 
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WORKSHEETS #2 

DETERMINATION OF SPECIAL PROJECTS DONOR-AUTHORIZED CHARGES 

INSTRUCTIONS 

The California School Accounting Manual requires that di::oct charges 
reported in Column la of Form J-380/580/780 for Special Pro j sets 
be reported differently than direct costs for all other programs. 
Only costs expressly funded by the donor are reported as 
donor-authorized costs to Special Projects, including direct 
costs, direct support costs and indirect costs. Any 
instructional costs associated with a Special Project but not 
reimbursed by the donor are reported as direct costs to 
Instructional Programs. 

This set of worksheets is used to (1) transfer support and other 
non-instructional costs from special projects to the support or 
other program for which they are direct program cost, and (2) 
transfer instructional costs not funded by the donor from 
Instructional Programs to the Special Projects. Worksheet 2 has 
three parts: 

Worksheet 2a - Adjustment to Support Services Programs, 

Auxiliary, Facilities, and Other Outgo Programs 
Worksheet 2b - Adjustments from Instructional Programs 
Worksheet 2c - Combine information on Worksheet 2a and 

Worksheet 2b 

PROCEDURES 

1. WORKSHEET 2a - ADJUSTMENT TO SUPPORT SERVICES PROGRAMS, 

AUXILIARY , FACILITIES, AND OTHER OUTGO PROGRAMS 

Worksheet 2a transfers donor- funded direct support, indirect 
costs or other non-instructional costs reported in Column la as 
Special Projects costs to the appropriate Support Services, 
Auxiliary, Facilities or Other Outgo Programs. For example: 
Indirect costs funded by the ECIA, Chapter 1 program would be a 
donor-authorized charge in Column la under this program. On 
Worksheet 2a this amount would be transferred from the Special 
Project to the District/County office Administration program. 
Or, a Special Project may fund a rental of a classroom. Such 
charges must be transferred to the Facilities— Rents and Leases 
program on Worksheet 2a. 

ESSLJL: Enter the total donor-authorized charges for each Special 
Project from Column la of Form J-380/580/780. Add across each 
page to determine the totals and determine the grand total on 
pags 3. 
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Rows 2 and 3 ; Determine either the donor-authorized direct 
instructional costs (Row 2) or the donor-authorized Support 
Services and Auxiliary Programs costs (Row 3) for each Special 
Project listed in Row 1 of this worksheet. 

Donor-Authorized Ins tructional Activities: Enter in Row 2 the 
amount of costs included in Row 1 that represent direct 
instructional costs. For information on instructional costs, 
refer to the definition of instructional Programs contained in 
the California School Accounting Manual , page 4-2, "Program 
Classification Definitions." 

Subtract Row 2 from Row 1 for each Special Project and enter 
the results in Row 3. 

Donor-Authorized Non-Instuct ional Activities: Enter in Row 3 
the amount of costs included in Row 1 that represent direct 
support, indirect, Auxiliary, Facilities, and Other Outgo 
Programs costs. For information on support service costs, 
refer to the definition of Support S ervice Programs in the 
California School Accounting Manual , page 4-2, "Program Classification 
Definitions." 

Subtract Row 3 from Row 1 for each Special Project and enter 
the results in Row 2. 

The amounts in Row 3 are entered in the appropriate lines of 
Column 2 on Worksheet 2c. 

Add across each page to determine the totals for each row and 
determine the grand total on page 3. 

Su pport Services, Auxiliary. Facilitie s and Other Outgo Programs 
Lines : Distribute the Support Service, Auxiliary, Facilities, 
and Other Outgo Programs costs reported in Row 3 to the 
appropriate programs identified in each of these lines. As an 
example, a funded telephone expense would be entered on the Plant 
Operations line. 

Each line is then added across the 3 pa«jes to determine the 
totals to be transferred to the appropriate lines of Column 5 on 
Worksheet 2c. 

2. WORKSHEET 2b - ADJUSTMENTS FROM INSTRUCTIONAL PROGRAMS 

This worksheet transfers specific augmentations of the direct 
instructional costs of projects that are not donor-authorized. 
These are costs that, because they were not funded by the special 
project, are initially charged to an instructional program even 
though they are a direct instructional cost to a special project. 
For example, an aide paid from district funds may be assigned to 
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the ECIA, Chapter 1 program to augment the program, since these 
are not donor-authorized costs, th^y wonld be directly charged to 
the Instructional Program. The charges would be transferred on 
Worksheet 2b. 

Column 1: For each Instructional program, enter the amount of 
any unfunded Special Project direct instructional costs reported 
in that Instructional Program in Column la of Form J-380/580/780. 

Column 2 ; For each Special Project, enter the amount of related 
but unfunded special project direct instructional costs as 
reported in Column 1 of this worksheet. 

Total Columns 1 and 2 and enter the sums at tha bottom of the 
page. Verify that the total of Column 1 equals the total of 
Column 2. 

3. WORKSHEET 2c - SUMMARY OF WORKSHEETS 2a AND 2b 

Column i t These are the amounts transferred t£. Special Projects 
from Instructional Programs. The amounts are found on Worksheet 
2b, Column 2. 

Column 2 ; These are the amounts transferred from Special 
Projects £2 Support Programs or other non-instuctional programs. 
The amounts are found on Worksheet 2a, Row 3. Note that these 
are negative amounts. 

Column 3 : This is the sum of Columns 1 and 2. Indicate a 
negative result in Column 3 with brackets. 

Column 4 ; These are the direct instruc onal costs transferred 
fjCOjfl Instructional Programs £fi Special Projects. The amounts are 
found on Worksheet 2b, Column 1. Note that these are negative 
amounts . 

Column 5 ; These are the donor-authorized costs to Special 
Projects that are not direct instructional costs. They are being 
transferred from Special Projects tQ Support Programs or other 
non-instructional programs. The amounts are found on Worksheet 
2a in the last Column on page 3. 

Column 6 : This is the sum of Columns 4 and 5. Indicate a 
negative result in Column 6 with brackets. 

Total Columns 3 and 6 and enter the results at the bottom of the 
columns. Verify that the total in Column 1 and the total of 
Column 2 equals zero (0) . 

ENTER EACH AMOUNT FROM COLUMN 3 AND COLUMN 6 OF THIS WORKSHEET 
ONTO COLUMN 2 OF FORM J-380/580/780. BE SURE TO INCLUDE BRACKETS 
FOR NEGATIVE AMOUNTS. 
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UPON COMPLETION: 
FORM J-380: 

DISTRICTS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTY WILL 
FORWARD ONE COPY TO THE STATE WITH THE J-380. 

FORM J-580: 

COUNTY OFFICES ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT ONE COPY TO THE STATE DEPARTMENT OF EDUCATION. 

FORM J-780: 

JPAS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTY WILL 
FORWARD ONE COPY TO THE STATE WITH THE J-780. 
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WORKSHEETS #3: DETERMINATION OF DOCUMENTED DIRECT SUPPORT COSTS 

INSTRUCTIONS 

The purpose of these worksheets is to determine the total costs 
of support services documented to user programs. A description 
of the general criteria for documented direct support costs 
appears on the attachment to these instructions. A separate set 
of worksheets is provided for each support program from which 
costs may be documented. 



Districts and 
Worksheet 
Worksheet 
Worksheet 
Worksheet 
Worksheet 
Worksheet 
Worksheet 
Worksheet 



JPAs: 

3a Instructional Administration program 

3b School Administration program 

3c Pupil Services program 

3d Special Projects Administration program 

3e Facilities — Rents and Leases progvam 

3f Fupil Transportation program 

3g Centralized Data Processing program 

3h Food Services program 



County Offices: 
Worksheet 3a 
Worksheet 3b 
Worksheet 3c 
Worksheet 3d 
Workfiheet 3e 
Worksheet 3f 
Worksheet 3g 
Worksheet 3h 
Worksheet 3i 
Worksheet 3j 



Instructional Administration program 

School Administration program 

Pupil Services program 

Special Projects Administration program 

Plant Maintenance program 

Plant Operations program 

Facilities — Rents and Leases program 

Pupil Transportation program 

Centralized Data Processing program 

Food Services program 



CAUTION; There may be costs to be documented from Centralized 
Data Processing to other Direct Support Costs. These should be 
determined before costs are distributed from the othsr Direct 
Support Programs. Therefore, the worksheet for determining 
Centralized Data Processing costs should be completed first. 



PROCEDURES 



<GENERAL 
CATEGORY 
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<-SINGLE 
PROGRAM 
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1. COSTS DOCUMENTED TO SINGLE PROGPAMS/ACTIVITIES 

Record all support costs which have been documented to single 
programs or activities. 

Column l ! Enter the nature of the documented expenditure, 
such as Projects Director, Consultant, etc. 

Column 2 : Indicate the type of records on file which validate 
the documented support cost, such as Employee Activity 
Reports, Invoices, etc. . 

Column 4 : Enter the total amount of costs documented to eacn 
user program or activity. Enter all amounts in WHOLE DOLLARS 
only. 

Column 5: Do not enter any a mount in this column for costs 
documented to single programs or activities. 

Column 6.: Do not enter anv a mounts in this golumn. 

2. COSTS DOCUMENTED TO GENERAL CATEGORIES 

Record all support costs which have been documented to a 
general category (refer to the attachment to these 
instructions for information on general categories) . 

C olumn 1 : Enter the nature of the documented expenditure, 
such as Projects Director, Consultant, etc. 

Column 2*. Indicate the type of records on file which validate 
the documented support cost, such as Employee Activity 
Reports, Invoices, etc. 

Column 4 : Do not enter anv amounts in this column for costs 
to a general category. 

Column 5 ; Enter the total amount of costs documented to each 
general category. Enter all amounts in WHOLE DOLLARS only. 

Column 6 : Distribute the costs entered in Column 5 to all 
user programs within each general category usina full-time 
equivalent (FTE) teacher information. 

A. For each program and category, enter on the second line 
(FTE FACTOR) the total FTE teacher factors reported on 
Worksheet #1, Column 1. 

B. For each general category, enter on the third line the 
Cost Distribution Unit Rate. This is determined by 
dividing the costs reported in Column 5 by the total FTE 
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teacher factors reported on the second line of Column 6. 
Carry the result to at least two (2) decimal places. 

C. for each progra m enter on the first line the costs 
distributed from the category. This is determined by 
multiplying the FTE teacher factor reported on the 
second line (FTE FACTORS) by the Cost Distribution Unit 
Rate reported on the third line (as determined in Step 
B, above) . Enter the results in WHOLE DOLLARS only. 

3 . TOTAL SUPPORT COSTS DOCUMENTED TO ALL PROGRAMS/ACTIVITIES : 

Column 7 ; Enter the total support costs documented to each 
program or activity. This is determined by adding the amounts 
reported in Column 4 to the amount reported in Column 6. 

Tota 1 Column 7 and enter the results on page 3 of each 
worksheet. Thes s are the total costs documented from each 
designated from each designated support program. 



UPON COMPLETION: 



fcORM J-380S 

DISTRICTS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTY WILL 
FORWARD ONE COPY TO THE STATE WITH THE J-380. 

FORM J-580: 

COUNTY OFFICES ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT ONE COPY TO THE STATE DEPARTMENT OF EDUCATION. 



FORM J ■•780J 

JPAS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUB'ilT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTS WILL 
FORWARD ONE COPY TO THE STATE WITH THE J-780. 
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Attachment To: 
Worksheet #3 Instructions 



DOCUMENTED DIRECT SUPPORT : GE NERAL CRITERIA 

The documented method is an option for distributing most direct 
support costs. 

Direct support program coses may be documented if the following 
criteria are met: 

o The specific c s would not occur if the user program were 
discontinued. 

o The costs are supported by auditable documentation. 
Auditable documentation requires that time reports and 
contemporaneous records of activities must be maintained. 

The documented method must be used to accumulate and distribute 
all Pupil Services costs associated with Special Education 
Assessment activities. 

Except for Special Education Assessment activities, use of the 
documented method to distribute a product or service (i.e., 
position or service contract) requires that all costs for that 
product or servicu must be distributed as a documented support 
cost. 

The documented ^thod may be used to document certain support 
service programs to designated general categories, rather than to 
individual programs or projects, when the services support all 
programs/activities within the category. These categories are: 

o General Education Category 
o Special Education Category 

Services documented to these categories are then allocated to all 
programs within the category by using the FTE teacher allocation 
method as described in the attachment to Worksheet #1. 

Use of the documented method to distribute support service 
program costs requires the maintenance of specific records by 
support service staff. Refer to the California School Accounting Manual 
for documentation records requirements. 



DOCUMENTED DIRECT SUPPORT: APPLICATIONS 

Use of the documented method is authorized for distribution of 
certain support service programs to user programs. The chart on 
the following page details the allowed applications: 
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May Document To 
Must Single General Cannot 
support Proaram/Activitv Docume nt Program Category Document 

Instructional ;.iministration X X 

Instructional Media x 

School Administration X X 

Pupil Services X X 

Special Education 

Assessment Costs X 

Special Projects Administration X 

District Administration X 

Centralized Data Processing X 

Plant Maintenance (Districts Only) X 

« (County Offices Only) X 

Plant Operations (Districts Only) X 

m (County Offices Only) X 

Pupil Transportation X 

Food Services (limited Applications) X 

Facilities — Rents and Leases X* 



♦Restrictions apnly: Refer to the California School Accounting Manual for 
further information on distributing these costs as documented 
direct support . 



# 
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WORKSHEET #4: DISTRIBUTION OF DIRECT SUPPORT COSTS 



INSTRUCTIONS 

The purpose of this worksheet is to distribute and accumulate the 
documented direct support costs and the allocated direct support 
costs to all user program/activities. 

PROCEDURES 

1. DISTRIBUTE THE COSTS OF INSTRUCTION ADMINISTRATION (COLUMN 1) , 
INSTRUCTIONAL MEDIA (COLUMN 2), SCHOOL ADMINISTRATION (COLUMN 
3) AND PUPIL SERVICES (COLUMN 4). 

Step 1: Complete line s l thnucrh 6 at the top of the first 
page of this worksheet. 

Line 1 : For each support program (identified by the EDP 
number at the top of each column) , enter into the 
appropriate column on this worksheet the "Total Support 
Service Costs" from Form J-380/580/780, Column 3. 

Line 2 : Enter the "Centralized Data Processing Costs" 
documented to each support program, as reported on 
Worksheet 3g, (Worksheet 3i on Form J-580) Column 7. 

Line 3 ; Enter the " Total Documented Direct Support Costs" 
for each support program from page 3 of Worksheets 3a, 3b, 
& 3c. (Note: No support costs can be documented from the 
Instructional Media program.) 

Line 4 : Compute the "Total Allocated Direct Support Costs" 
by adding line 2 to line 1, and subtracting line 3. If 
line 3 is greiter than the sum of lines 1 and 2, too much 
was documented. Worksheet 3 must be adjusted to reduce the 
total amount documented. 

Line 5 : Enter the "Cost Allocation Factor Totals" for each 
support program from Worksheet 1, page 5 (factors 
included) . 

Line 6 : Compute the "Cost Allocation Unit Rate" by 
dividing the amount to be allocated on line 4 by the factor 
total reported on line 5. Carry the result to at least two 
(2) decimal places. 
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Instructional Instructional School Puoi ' 
k EDP Adijn Media Admin Services 

Prograi/Activity NO. (i) (2) (3) (4) 

GEliSRALFDl'CATiON^ 

Regular Education (Mi) JiiOjOl \'JJJJJJJJJJJJ^i i"; i <— Documented Costs 

ALLOCATION FACTOR j _\ !Z]Z"'ZZ!j <-Allocation Factor 

l{! l!i ....!}! i}« i < Allocated Costs 

Step 2? — Distribute the Allo cated Direct Support costs to M nh 
user program. 

A. For each support program, enter the ir .cluded Allocation 
Factors from Worksheet 1, column 2 (Instructional 
Administration), column 3 (Instructional Media), Column 
4 (School Administration) and Column 5 (Pupil Services) 
into the appropriate user program lines. 

B. For each user program, enter onto the line designated 
•A 1 (for Allocated) the allocated direct support costs. 
This is computed by multiplying the Allocation Factor 
(for each user program) by the Cost Allocation Unit Rate 
shown on line 6. Enter the results in WHOLE DOLLARS 
only. 

C. Add the allocated amounts in each column. Verify that 
the grand totals on the last page agree with the amounts 
reported on page 1, line 4 of this worksheet. If the 
amounts do not agree, check the computation of the Cost 
Allocation Unit Rate; add the Allocation Factors for the 
user programs and check to see that the total agrees 
with the Cost Allocation Factor Total on line 5 of page 
1; and check the computations of the costs allocated to 
each of the user programs. 

Step 3: Distribute th e Documented Direct Support costs to 
each user program. 

A. To the line marked "D" for Documented, transfer the 
documented costs for each user program from Column 7 of 
Worksheet 3a, 3b, or 3c, as appropriate. 

B. Total the documented amounts in each column. Verify 
that the grand totals of documented costs on tne last 
page agree with the amounts reported on page 1, line 3 
of this worksheet. 



2. DISTRIBUTE THE COSTS OF SPECIAL PROJECTS ADMINISTRATION 
(COLUMN 5) 
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St9P „U Complete lines 1 through 8 at the top of the f irst 

page of this worksheet. 



Line l! Enter into Column 5 the "Total Support Service 
Costs" from Form J-380/580/780, Column 3, for Special 
Projects Administration. 

Line 2: Enter the "Centralized Data Processing Costs" 
documented to the Special Projects Administration program, 
from Worksheet 3g, (Worksheet 3i on Form J-580) Column 7. 

Line 3? Enter the " Total Documented Direct Support Costs" 
from Worksheet 3d, page 3. 

Line 4t Compute the "Total Allocated Direct Support costs" 
by adding line 2 to line 1, and subtracting line 3. If line 
3 is greater than the sum of lines 1 and 2, too much was 
documented. Worksheet 3d must be adjusted to reduce the 
total amount documented. 

Lines 5 & 6! No entries are made on these lines for this 
column . 

Lintel: Enter the "Cost Allocation Factor Totals" as 
reported on Worksheet 1, page 5, Column 14 (factors 
included) . 

Line 8; Enter the "Cost Allocation Unit Rate". This is 
determined by dividing the amount to be allocated on line 4 
by che factor total reported on line 7. Carry the result 
to at least four decimal places. 

Step 2; Distribute the Allocated Direct Support costs to each 

user program. 

A. For each user program, enter the Allocation Factors 
included from Worksheet l, Column 14 (Special Projects 
Administration) . 

B. For each user program, enter onto the line designated 
'A' (for Allocated) the allocated direct support costs. 
This is computed by multiplying the Allocation Factor 
(for each user program^ by the Cost Allocation Unit Rate 
shown on line 8. Enter the results in WHOLE DOLLARS 
only. 

C. Add the allocate d amounts in each column. Verify that 
the grand totals on the last page agree with the amounts 
reported on page 1, line 4 of this worksheet. If the 
amounts do not agree, check the computation of the Cost 
Allocation Unit Rate; add the Allocation Factors for the 
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user programs and check to see that the total agrees 
with the Cost Allocation Factor Total on line 5 of page 
1; check the computations of the costs allocated to each 
of the user programs. 

step 3! Distric t? P9<?m fl ented Direct Support costs to 
each user program. 

A. To the line marked "D" for Documented, transfer the 
documented costs for each user program from Column 7 of 
Worksheet 3d. 

B. Total the documented amounts in each column. Verify 
that the grand total of documented costs on the last 
page agrees with the amounts reported on page 1, line 3 
of this worksheet. 

3. DISTRIBUTE THE COSTS OF PLANT MAINTENANCE (COLUMN 6), PLANT 
OPERATIONS (COLUMN 7) AND FACILITIES-RENTS AND LEASES (COLUMN 
8). 

The procedures for distribution of the costs of Plant 
Maintenance, Plant Operations and Facilities - Rents and 
Leases are identical to those for the support programs under 
number 1 above, except that no costs can be documented from 
Plant Maintenance or Plant Operations on Form J-380, and no 
Centralized Data Processing costs can be documented into the 
Facilities program. 

The documented costs for Facilities-Rents and Leases in Column 
9 are found on Worksheet 3e (Worksheet 3g on Form J-580) , 
Column 7. 

4. DISTRIBUTE THE COSTS OF PUPIL TRANSPORTATION (COLUMN 9) 

gfo p u compile lines l through 6 at the top of the first 
page of this worksheet . 

L ine 1 : Complete lines la through Id. 

Line la : Enter the "Total Support Service Costs" from 
Form J-380/580/780, Column 3, for Pupil Transportation. 

Line s lb. lc & Id : Enter the Plant Maintenance, Plant 
Operations, ana Facilities— Rents and Leases costs 
allocated to this user support program. These amounts 
are reported on page 8, EDP Line 415, Columns 6, 7 and 
8, of this worksheet. 

Line 1 : Add la+lb+lc+ld to find the "Total Pupil 
Transportation Support Service Costs". 
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Line Z' Enter the "Centralized Data Processing Costs'* 
documented to the Pupil Transportation program, as reported 
on Worksheet 3g (Worksheet 3i on Form J-580) , Column 7. 

Lin§_2: Enter the "Xg£&! Documented Direct Support Costs'* 
from Worksheet 3f, (Worksheet 3h on Form j-580) page 3. 

Line_JL: compute the "Total Allocated Direct Support Costs" 
by adding line 2 to line 1, and subtracting line 3. if line 
3 is greater than the sum of lines 1 and 2, too much was 
documented. Worksheet 3 must be adjusted to reduce the' 
total amount documented. 

Line__5J Enter the "Cost Allocation Factor Totals" as 
reported on Worksheet 1, page 5, Column 11 (factors 
included) . 

Line $s Compute the "Cost Allocation Unit Rate" by 
dividing the amount to be allocated on line 4 by the factor 
total reported on line 5. Carry the result to at least two 
(2) decimal places. 

SfrgP 2t — Distri bute the Allocated D ire ct support costs fro parh 

user program- 

A. For each user program, enter the Allocation Factors 
included from Worksheet 1, column 11 (Pupil 
Transportation) . 

B. For each user program, enter in the line designated »A' 
(for Allocated) the allocated direct support costs. 
This is computed by multiplying the Allocation Factor 
(for each program) by the Cost Allocation Unit Rate 
shown on line 6. Enter the results in WHOLE DOLLARS 
only. 

C. Add the allocated amounts in each column. Verify that 
the grand totals on the last page agree with the amounts 
reported on page 1, line 4 of this worksheet. If the 
amounts do not agree, check the computation of the Cost 
Allocation Unit Rate; add the Allocation Factors for the 
user programs and check to see that the total agrees 
with the Cost Allocation Factor Total on line 5 of page 
1; check the computations of the costs allocated to each 
of the user programs. 

s t Q P ? : — Distribute the r scumented Direct Support costs to 
each user program. 

A. For each user program, enter in the line designated 'D' 
(for Documented) the documented direct support costs as 
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reported on Worksheet 3f (Worksheet 3h on Form J-580) , 
Column 7, 

B Total the documented amounts in each column. Verify 
that the grand total on the last page agrees with the 
amount reported on page 1, line 3 of this work sheet. 

5 DISTRIBUTE THE COSTS OF DOCUMENTED CENTRALIZED DATA PROCESSING 
' (COLUMN 10) AND DOCUMENTED FOOD SERVICES (COLUMN 11) . 

(Note: These costs cannot be allocated. Entries are made 
only for those costs that have been documented. Therefore no 
entries are made for these columns on lines 1 through 8 ac the 
top of page 1 of this worksheet.) 

step l : pjfjfcrlfrqfr? ^ he Documented-D.ire c t SaPJSLQXjLjg^s^feg 

BCflgraa ^rv? tn? F?9 d services auxliA.sjaLjpjLQ.gsmi. 

A For each user program, enter onto the line designated 
•D* (for Documented) the documented direct support costs 
as reported on Worksheets 3g and 3h (Worksheets 3i and 
3j on Form J-580), Column 7. 

B. Add the documented amounts in each column. Verify that 
the grand total on the last page agrees with the amounts 
reported on page 3 of Worksheets 3g and 3h. 

6. ACCUMULATE AND TRANSFER THE DOCUMENTED AND ALLOCATED DIRECT 
SUPPORT COSTS (COLUMN 12). 

ci^op lr En^ er the totals for Documented and^^oc^gjj._Di.rect 
p psts for each U ser program. 

A. For each user program, total across all doguisni&d 

amounts reported in Columns 1 through 11, and enter the 
results in Column 12. 

B For each user program, total across all aJJLac&feed 

amounts reported in columns 1 through 11, and enter 
the results in Column 12. 

C. Total down the amount in Column 12. Verify that all 
totals on this worksheet foot and cross-foot. 

ft tap 2: Trans t^_tfl-FjaniLJ=^^ th» tfl&alA-gQr. 

Documented and._m^ gaJfee^.J2Lr ept Support Sfi &ts . 

A. For each user program, transfer from Column 12 the total 
Documented support costs and total Allocated support 
costs to Form j-380/580/780, Columns 4 and 5. Refer to 
the "J-330/580/780 Entry Line" information included in 
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the last column of Worksheet 4 which provides the 
appropriate column and EDP line number on Form 
J-380/580/780 for entry of each user program total. 



B. For each provider program, transfer from the totals on 
pp.ge 9 of this worksheet the Documented and Allocated 
support cost amounts to Form J-380/580/780, Columns 4 
and 5. Refer to the "J-380/580/780 Entry Line" 
information included for each column of Worksheet 4 
which provides the appropriate column and EDP line 
number on Form J-380/580/780 for entry of each provider 
program total. Be sure to ENTER EACH TOTAL AS A 
NEGATIVE AMOUNT ON FORM J-380/580/780. 

UPON COMPLETION: 
FORM J-380: 

DISTRICTS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. THE COUNTY WILL 
FORWARD ONE COPY TO THE STATE WITH THE J-380. 

FORM J-580; 

COUNTY OFFICES ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT ONE COPY TO THE STATE DEPARTMENT OF EDUCATION. 

FORM J-780: 

JPAS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTS OFFICE OF EDUCATION. THE COUNTY WILT- 
FORWARD ONE COPY TO THE STATE WITH THE J-780. 
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1088-80 

Annual Program Cost Data Report 
General Fund Expenditures 



.School District ^ County, California 



Direct Charge* 



Type of Program/Activity 

INSTRUCTIONAL '/ROGRANS 
General Education 
Regular Education (K-12) 

Alternative School* 

Continuation Education 

01 f ted and Talented Education 

Integra t lon/Desegrego t Ion 
Progress 

Independent Study Centers 

Opportunity Schools/Progress 

ROC/P 

Specialized Secondary Schools 
TOTAL* General Education 

Special Education 



Special Education 
(Including PL 04 142 Local 
Entitlement Expenditures) 
Special buy class 

Resource Specialist 

Designated Instruction and 
Services 

Nonpublic schools 

Program Specialists/ 
Regional l2cd Services 

Assessment CostB 

Special Educ. Transportation 

TOTAL ♦ Special Education 

TOTAL , INSTRUCTIONAL PROGRAMS 



BDP 

No. 



s ii i. — u a u 



110 
112 
118 
280 

117 
110 
120 
121 
122 
130 



200 
210 

220 
230 

240 

245 
2G0 
260 

270 



General 
Fund 

(la) 



Rtn. Repair 
and Mto«nt. 
Fund 
(lb) 



Adjustments 
For Special 
Projects 
Charges 
In Col. 1 
(2) 



Direct 
Costa 
(3) 



Documented 
Direct 
Support 
Costs 
(4) 



Allocated 
Direct 
Support 
Cost 8 



Total Direct 
and Direct 
Support 
Costs 
Col. 3.4,5 



Indirect 
Costs 



Total 
Program 





IkCEtlKllttiliCil 

xxxxxxxxxxxx 












(Optional ) 


(Optional) 




xxxxxxxxxxxx 


















xxxxxxxxxxxx 


- 
















xxxxxxxxxxxx 


















xxxxxxxxxxxk 


















xxxxxxxxxxxx 


- 
















xxxxxxxxxxxx 


















xxxxxxxxxxxx 
xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 
xxxxxxxxxxxx 


















xxxxxxxxxxxx 
















xxxxxxxxxxxxx 
xxxxxxxxxxxxx 


xxxxxxxxxxxx 
xxxxxxxxxxxx 


xxxxxxxxxxxx 
xxxxxxxxxxxx 


xxxxxxxxxxxxx 
xxxxxxxxxxxxx 




xxxxxxxxxxxx 










xxxxxxxxxxxx 


















xxxxxxxxxxxx 

afiKSc^ia . u m * 










(a) 
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Annual Program Coat Oata Rei*ort 
General Fund Expenditures 



Paga 2 



.School Olatrlct [ County, Callfornli 



Direct Charges 



Typa of Progrsa/Actlvlty 



mum ■■■■■iiaiimi 

SPECIAL PROJECTS 
Federal Projects; 
Orug Free Schools 
Act (PLU9-570) 



lUISKKK UailtCBIII 



Job Train in 
Act 



Partnership 



tuning 
(JTPA) 

Vocational Education Act 



ECU 

Chapter 1, (tegular 
Chaptei 1, Migrant 
Chapter 1, N H 
Chapter 2 
Other 

EESA (Math and Science) 

EOA 
Head Start 

Other 

Federal laalgratlon and 
Kefugee Acta 

Legalization Aaalatance 
Sranta (SLIAG) 

Special Education 
Discretionary Granta 

All Other Federal Projects 

TOTAL. Federal Projects 

Still it Project u; 

Adalnstrator Training 
and Evaluation Prograa 

Dropout Prevent iun & Recovery 



EDP 
No. 



309 

283 
300 

320 
323 
325 
J30 
335 
340 

342 
344 

341 

310 

343 
34 fl 
348 

351 
356 



General 
Fund 

(la) 



Rtn. Reuair 
and Main! , 
Fund 
(lb) 



Adjuataenta 
For Special 

Projecta 

Chargea 

In Col. i 
(2) 



Adjusted 
Direct 
Coata 



Documented 

Direct 
Support 
Coata 



Allocated 
Olrect 
Support 
Coata 



Total Direct 
and Direct 
Support 
Coata 
Col. 3,4,5 



Indirect 
Coats 



Totai 
Prograa 



DONOR 
AUTHORIZED 

CHARGES 




xxxxxxxxxxxx 












(Optional) 


(Optional) 




xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxix 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 
xxxxxr«xxxxx 
xxxxxxxxxxxx 














































xxxxxxxxxxxx 


















xxxxxxxxxxxx 
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CALIFORNIA STATE 
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form J-380 (Rev 4/80) 



• 



Annual Program Coat Data Report 
General Fund Expenditures 



Page 3 



School District 



Type of i rogr aa/ Activity 



EDP 
No. 



SPECIAL PROJECTS (continued) 
State Projects (continued) 
Iconoulc lapact Aid 
(EC 54028, 521681 

Education Technology 
Assistance Grants 

Mentor Teacher Prograa 

Miliar Unruh Reading Act 

School laproveaent Prograa 

School Based Coordination 
Prograa (SBCP) 

State Hospital Students 
Special Education 

Tenth Grade Counseling 

All Other State Projects 

TOTAL, State Project a 



Local Projects: 
All Local Projects 

TOTAL, SPECIAL PROJECTS 

8UPP0RT SERVICES PROGRAMS 
Instructional Support 

Instructional Administration 
Direct/Direct Support Coats 

Distribution of Support 

Instructional Media 



345 

352 
353 
290 
275 

350 

382 
355 
357 

358 

3(18 
370 



375 
376 
380 



Direct Chargea 


Adjustaents 

Projects 
Charges 

fin Pnl 1 

(2) 




Docuaented 
Direct 
Support 
Costs 

<«> 


AJ located 
Direct 
Support 
Coats 


Total Direct 






ueuerai 
Fund 

(U) 


Kin. Repair 
and Malnt. 
Fund 
(lb) 


Adjusted 

Direct 


and Direct 
Support 
Coat a 
Col. 3,4.5 


Indirect 
Costs 
(7) 


Total 
Prograa 
(6) 


DONOR 












▲i it lino 1 7Kn 
CHARGES 














(Optional) 


(Optional) 




XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















W 9t w w w w w w w w w w 

XXXXXXXXXXXX 


















XXXXXXXXXXXX 


















XXXXXXXXXXXX 
















kKKislciciautHui; 


XXXXXXXXXXXX 


UlliUUttttBUBKC 


•.UIIHlilllUllUUttB 


muotiiiicewuLn 




(o) 

K.ut.t;jiuuueuua 


aBxir,B6UKuau 






XXXXXXXXXXXX 


♦ 






XXXXXXXXXXXX 


♦ 


XXXXXXXXXXXX 


xxxxxxxxxxxxx 


XXXXXXXXXXXXX 


XXXXXXXXXXXX 


XXXXXXXXXXXX 


xxxxxxxxxxxxx 








xxxxxxxxxxxr 


xxxxxxxxxxxxx 




XXXXXXXXXXXX 


♦ 








xxxxxxxxxxxxx 


XXXXXXXXXXXX 


xxxxxxxxxxxxx 
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CAM POM! I A STATE 
DEPARTMENT OF EDUCATION 
For* J-380 (Rev 4/89) 



1966 89 

Annual Prograa Coat Oata Report 
General Fund Expenditure!) 



Hag** 4 



HNM ■■■■■■JIMII ■6iiBISElSlllBGlttiBSiliK||iKiiiKi|iBUtiBUbNBU(hlMII4lkllll 

Direct Chargei 



School Oiatrlct 



Type of Program/ Activity 



SUPPORT SERVICES PROGRAMS 
School Adalnletratlon 
Direct/Direct support coate 

Diatributioii of support 

Pupil Servicea 
Direct/Direct support Coata 

Oiatributlon of Support 



Special Projecta Arimlntatrat ion 
Direct/Direct Support C6ata 

Distribution of Support 



General Support 
Oiatrlct Adalnlitration 

Centralized Data Process ing 

Plant Maintenance 

Plant Operations 

Pupil Tranaportat Ion 

Direct/Direct Support Cob. a 

Distribution of Support 
TOTAL , SUPPORT SERVICES 

kiHBBi:hUHsiu(iuiMua»i«Biii«iittLt.»i.aua 
■ ■iBBiimaBuaBaaBBivtaMiJijaftbMa . « 

Leas Support tr: 

Adult Education Fund 

Cafeteria Fund 

Child Development Fund 

TOTAL , Support to Other Fundu 

BattlBaBB«ja«aiiaaa^iiaauauaae*ita*aa 



General 
EDP Fund 

No* 



Rtn Repair 
and Ma int. 



KKBMBI.3atlBBKB(tl 

Adjuateenta 
For Special 

Projecta 

Chargea 



■ w """ a " B "»»*»*««»»**«»»»iB»»ti«iaaasa*t*.Ms»B«s*B» 



Adjusted 
Direct 



■ aaeaatn 

. . , Total Direct 

Documented Allocated and Direct 

Direct Direct Support 

Support Support Costs Indirect 



.County, California 



Total 



365 
386 

396 

393 

398 
399 

400 
402 
405 
410 

41b 
416 
422 

kii m 
mm* 

425 
426 
427 
445 





xxxxxxxxxxxx 


♦ 




♦ 


xxxxxxxxxxxx 


♦ 


(Optional) 
xxxxxxxxxxxx 


(Optional) 
xxxxxxxxxxxxx 


xxxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxxx 






_ 


xxxxxxxxxxxx 






xxxxxxxxxxxx 








xxxxxxxxxxxx 








xxxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxxx 








xxxxxxxxxxxx 






xxxxxxxxxxxx 


♦ 






xxxxxxxxxxxx 




xxxxxxxxxxxx 


XXXXXXXXXXXXk 


xxxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxxx 








xxxxxxxxxxxx 


xxxxxxxxxxxxx 




xxxxxxxxxxxx 


♦ 




xxxxxxxxxxxx 


xxxxxxxxxxxx 






xxxxxxxxxxxxx 




xxxxxxxxxxxx 








xxxxxxxxxxxx 






xxxxxxxxxxxxx 












** 






xxxxxxxxxxxxx 




xxxxxxxxxxxx 














xxxxxxxxxxxxx 


xxxxxxxxxxxxx 


xxxxxxxxxxxx 
xxxxxxxxxxxx 


♦ 

xxxxxxxxxxxx 










xxxxxxxxxxxx 


xxxxxxxxxxxxx 


xxxxxxxxxxxxx 








xxxxxxxxxxxx 


xxxxxxxxxxxxx 


RBKaillBlliKtl 

■ ■ ■ ax as ■ a no u 


afcfittauuu&KtL 
aaBaBdaaaiBB 

xxxxxxxxxxxx 


♦ 

aaaaaaaaaiiaii 

xxxxxxxxxxxx 


a e irr craaauaa 
j juaaanan 


■ HMBbKtliaCKkl 

aaJBLdkaajva 

•> 


aaa aaat. Maaaa 


bkiib bb. xaaaan 
aaaaaoa a aaBaa 


BBBBailBMBBEB 

■ aa«aaaB4«uiaBaiB« 

t 


xxxxxxxxxxxxx 

at aaaanaaaaaaB 
BakHikainica 

xxxxxxxxxxxxx 




xxxxxxxxxxxx 


xxxxxxxxxxxx 










♦ 


xxxxxxxxxxxxx 




xxxxxxxxxxxx 


xxxxxxxxxxxx 










f 


xxxxxxxxxxxxx 


■ ataaaaaaiaaaiakaiaai 


xxxxxxxxxxxx 

ata^aaatauussistfai 


xxxxxxxxxxxx 


m 4Miiaaaauuuaa 


M aaiaauuaaua 


uaaB^a^aaw ua 






xxxxxxxxxxxxx 

aBaaa^aaaaaau 


aaaMauaubfija 



%J 'J 



♦") 1*1 j 
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DEPARTMENT OP EDUCATION 
Fora J-360 (Rev 4/69) 



1986-89 

Annual Program Cost Data Report 
General fund Expenditures 



Page 6 



Type of Prograa/Actlvlty 



.School District 



Direct Charges 



General 
BDP Pund 
No. 



Rtn. Repair 
ajid Malnt. 



Adjustments 
For Special 

Projects 

Charges 



Adjusted 
Direct 



County, California 



Docuaented Allocated 
Direct Direct 



Support 



Support 



Total Direct 
and Direct 
8upport 
Costs 



Indirect 



Total 



AUXILIARY PROGRAMS 
CoaMMinlty Services 

Retiree Benefits 

Pood Services 
Direct/Direct Support Costs 

Less: Distribution of 
Support 

TOTAL , Pood Services 

Child Development Activities 

Honagency Activities 
Educational 

Nonagency Activities 
Other 

TOTAL, AUXILIARY PROGRAMS 



450 
453 

455 

456 
467 
456 

461 

463 
465 



(xxxxxxxxxxxx 


♦ 










(Optional) 


(Optional) 




xxxxxxxxxxxx 


♦ 




xxxxxxxxxxxx 


xxxxxxxxxx cx 










xxxxxxxxxxxx 


♦ 








xxxxxxxxxxxx 


xxxxxxxxxxxxx 


xxxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxx 


xxxxxxxxxxxxx 




xxxxxxxxxxxx 




xxxxxxxxxxxx 


xxxxxxxxxxxxx 




M X V X X If If If If If K If 


♦ 


































xxxxxxxxxxxx 


















xxxxxxxxxxxx 


♦ 
















xxxxxxxxxxxx 


♦ 








(c) 








xxxxxxxxxxxx 


f 








It) 




xxxxxxxxxxxxx 




xxxxxxxxxxxx 


♦ 










xxxxxxxxxxxx 






xxxxxxxxxxxx 
xxxxxxxxxxxx 


♦ 

■ miuiMiUMna 


■iiisiiiiuiai 


xxxxxxxxxxxx 


xxxxxxxxxxxx 


»utciaua*mHmmmm 


xxxxxxxxxxxx 

■ ■■■•■••■■■MMM 

xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 












xxxxxxxxxxxx 
xxxxxxxxxxxx 


xxxxxxxxxxxx 




f 


xxxxxxxxxxxx 






xxxxxxxxxxxx 




xxxxxxxxxxxx 


xxxxxxxxxxxx 




xxxxxxxxxxxx 





FACILITIES 

Rente and Leaies 

All Other Costs 

TOTAL, Facilities 

OTMEvt OUTGO 
Tuition 

All Other Outgo 

TOTAL, OTHER OUTGO 

TOTAL, GENERAL FUND AND ROUTINE 
REPAIR AND MAINTENANCE FUND 



467 
466 
460 

mum 

475 
480 
485 

500 



i.»ttaaiti; r a: 



- t i. i .hi.. . 
* — * m a a s» a u a 



BuaBa4JU£ouuaujdauiaHttitui 



• Bt-KUl.!..* 



aaaaaaaaaaaaaaxaai 



■ aaiaaaaaaaxuiia^zcu J^ujuaixaaanaui 
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Annual Program Coat Data Report 
General Fund Expenditures 



Page 6 



XXSBttftKUBBCKBK»(k|;tlitt«i;siliKKBK»BtiCEB| 



School District 



Direct Chargei 



i«icc&aKHKt)ut:i.UtiiiBiBiiUBau 



Type of Prograa/Actlvlty 



EDP 
No. 



General 
Fund 

Oa) 



Rtn. Repair 
and Ma Int. 
Pund 
(lb) 



Adjustaents 
For Special 
Projects 
Charges 
In Col. 1 
(2) 



Adjusted 
Direct 
Costs 



Documented 
Direct 

. Support 
Costs 
(4) 



BtttliBBBUUBEtXBCCBCSJllliKltsaiBBBBiaBI 

Total Direct 



.County, California 



Allocated 
Direct 
Support 
Costs 
(5) 



and Direct 
Support 
Costs 
Col. 3,4,5 
(6j 



IndJ rect 
Costs 
(7) 



Total 
Prograa 
(8) 



B «« • ■ ■•■■■■BUBCCBEBBUUt 



aau30BuaiiaiBB«iiiLti.ii:tt4.La 



SP S?i A !; ^Sf 1 ! 0 ? PROGRAM SUPPLEMENTARY INFORMATION (to be co.pletod If Special Education Costs are reported on Page 1) 
Did year district operate programs for Non-severely Handicapped students ONLV: H K 1 



Yes 



| | If No, complete and eubalt Fore J-380-SE 



CERTIFICATION BY OISTRICT SUPERINTENDENT 

1 hereby certify that, to the best of ay knowledge 
and belief, this report U true and correct. 



CERTIFICATION BY COUNTY SUPERINTENDENT 

1 have examined this report and hereby certify that, 
to the best of ay knowledge and belief , all information 
contained herein la correct and complete. 



Signed. 



Date 



Signed 



Date 



District Employee 
Telephone Nuabir_ 



FOR SUPPLEMENTAL INFORMATION, PLEASE CONTACT 

County Eaployee__ 



(Area) 



TWua6er } 



Telephone Number 



TAreaj 



(Number) 



TExTT 



34 



3-xU 
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•••••• WORKSHEET II 

MmOMENT Of DIRECT SUPPORT COS? ALLOCATION FACTORS (J-JIO) 



1101-01 



Paaa I 
(Ravlsod 4711) 

FACfoS"""**** 



PWgf WAct Ivlty 



TOTAL FACTOR A FACTOR I FACTOR C FACTOR 0 TOTAL FACTO* E FACTOR F FACTOR G TOTAL FACIOA N ««««««««««« 

if&M '^SS?^ 1 'W 1 * 1 W J - ?" CI IS8SB" - p,iftt F «""'" wi s pSJn special spkui spac'iaTpr'oJoct. 
cio3isigiKgigiiiiiiin.it in. „ » aas ; a ; .«■;.«■„. ...:!... y*l ujj (Mi 



FACTORS EXCLUDED 
Alttrnat Ivt Schools |11? 

FACTORS EXCLUDED 
Continuation Education |11S 
FACTORS EXCLUDED 
1210 



Olfttd an* Talantod 
Education 

FACTORS EXCLUDEO 



Intagrat lon/Dastgragat ion 1117 

FfOQCMMl 

FACTORS EXCLUDED 



Indapandtnt Study Ctntars | 111 



FACTORS EXCLUDED 

ggiu iiiuiai 2X3112 3SUX3 lias saci: 

Opportunity Schools/Progra'4 1 120 



FACTORS EXCLUDED 

■iiiiii«ggas«33assiiigggigggaggais 

WC/P 1121 



FACfOftS EXCLUDED 

• iiiiiuiisiiiiiiisiitiii iiiiiiiii 

Sfwcttltitd Stcondtry Schooli 
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Sub-tot*! Sub-total TOTALS 
frou froi (col 1*1*3) 
EOP 3M P*o.* 1 Pig. 2 EOP 370 
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1. Donor AutUorlitd Clurgts 
(froi Port J-310, Coluan 1) 

t. Ooaot Author! ltd Instruction*) Activities 



I. Ooflor Authoriitd Non-Instructional 
Activities (Ron 1 • Row ?) 

3IIIIIS HI 883183833 32 343333331 33 3 8 S3 33X3 IS 3*33 333111111133 83333 SS33S 8X33 8343 SSSSII E33S 3 183 33 1 31 

DISTR18UTI0M OF DONOR AUTHOR I 2 E0 NON- INSTRUCTIONAL ACT1VUIES (Rom 3) ID SUPPORT SERVICES, 
MJXIUMV. FACILITIES. AND OTHER OUTGO PROGRAMS 
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EOP 375 


Instruction*) H*dt* 












EOP 310 


school Malnistrst ion 












EOP 315 


Pupil S*rv1c*s 












EOP 395 


Sp#c1*1 Projects AdalnlstrstiJA 












EOP 3H 


District AMinlstrstion 
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C*ntr*11i*d 0*t* Processing 
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rl*m MMCtMflCt 
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Pl*nt Operations 
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Pupil Tr*nsport*t1on 
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Conunlty Services 
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ftet 1m leneflts 












EOP 153 


Pood Services 
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Child development Activities 












EOP ISO 


Konegency ActlvltUs - Education*! 
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All Other Outgo 
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OCIEMINAVION Of ADJUSTMENTS 10 SPECIAL PROJECTS DONOR AUTHORIZED CHARGES (J-300) 7^ (SSSnTSS 
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Prograa/Actlvlty :;0. 

S8k88S8a888aS8334S38333833S5S33388B8l 

0€NERAt EDUCATION 
Regular Education (K-12) | I 10 



SPECIAL PROJECTS 
COSTS INCLUDED 
IN 

INSTRUCTIONAL 
PROGRAM 
(I) 



TOTAL 
INSTRUCTIONAL 
ACTIVITIES COSTS 
TO 

EDP SPECIAL PROJECTS 
Prograe/Activity NO. (2) Prograe/Activity 



TOTAL 
INSTRUCTIONAL 
ACTIVITIES COSTS 
TO 

COP SPECIAL PROJECTS 



Altarnetlva Schools 1 1 12 

Continuation Education |11f 

Gifted and Talented Education |200 

Integratlon/Daiogragatlon 1 1 IT 
Prograes 



Independent Study Cantsrs |I1! 
Opportunity Schools/Program | 12a 

Specialised Sacondary Schools 1 122 



SPECIAL EDUCATION 
Special Day Class 



1 200 



Rssourca Spactallst (210 
Obsignated Instruct ion/Sarvica| 220 



Nonpublic Schools 



1230 



Proorat Sptclalists/ | 240 

Regional lied Sarvkas 



TOTAL, Coluan 1 



NOTE: 



lha total for Coluan 1 Must equal the total 
(or Coluan 2 



SPECIAL PROJECTS —I 
Drug Fraa Schools Act (PL00-ST0)|3OS 



Job Training Partnership Act 
Vocational Education Act 
ECU, Chaptar I, Ragular 
ECU, Chaptar I, Migrant 
ECU, Chaptar 1, N 4 D 
ECIA, Chaptar 2 
ECIA, Other" 
EESA (Math and Sclanca) 
EOA, Haad Start 
EOA, Other" 



Federal ls*1grat1on 4 Refugee 
Asslstanca Grants 



|20*r 
POO 

1 320 
|330 

31? 

1 340 

311? 
3Hi 

"mi 



LeoaHtatlc* Assistance Grants 1310 
(St I AG) 



Sptclal Education 
Dlscrationary Grants 



|343 



AM Othar federal Projacts |34i 

1351 



Adftintftrator Training and 
Evaluation Program 



Dropout Prevention and |3Sfi 
Recovery 



SPECIAL PROJECTS 
Econoalc latpact Aid 



Education Technology 
Asslstanca Grants 



J"! 
I3S2 



Mantor Taachar Progra 
Miliar Unruh Reading Act 
School laprovaeent Prograa 



School Oasad Coordination 
Prograa (S8CP) 



(353 
"jjjj 

{in 

7»i 



All Othar State Projacts |3S? 
All Othar Local Projacta |3I0 
TOTAL* Coluan 2 
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DETERMINATION OF ADJUSTMENTS 10 SPECIAL PROJECTS OONOH-WTHOHI'EO COSTS (J-300) 

ADJUSTMENTS ADJUSTMENTS TO TOTAL 
FROM SUPPORT/OTHER J-310, 
INST PROGRAMS PROGRAMS Column 2 
(MorkshMt 2b (MorkshMt 2a ENTRY 
EDP Coluon 2) Rom 3) (Col l*Co} 2) 
Program/Activity NO. (I) (2) (3) 
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Drug FrM Schools Act PL$9-510|30S 








Job Training Partnership Act |29S 




< i 




Vocational Education Act | 300 




< ) 




ECIA, Chapter 1, Regular | 320 




< ) 




cvm, vrwpivr l| Nl^rWH 13*3 
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ECU. Chaptor 1, N 4 D 1 325 




< i 




CCIA, Chaptor 2 ) 330 




i 




fCU Attar nu 

Cvlfl, Ulim 1333 




i j 








\ > 




E0A, Had Start 1 342 




< ) 




EOA, Othar 1 344 




< ) 




Federal iMigratfon 4 Refugee |34l 
Assistance Acts 




< ) 




Lagalliatlon Utlatance 6rantt|310 
(SLUG) 




< i 




Special Education 1 343 
Dlscretlonery Grants 




< ) 




All Othar Fadaral Projocts 1 344 




< i 




Administrator Training and | 3S1 
Evaluation Prograo 




< > 





Prograa/ Activity 



C0M8INE INFORMATION IN WORKSHEET 2a AND WORKSHEET 

Pege I (Revised 4/ 

ADJUSTMENTS ADJUSTMENTS TO " ""iOIaT""" 

FROM SUPPORT/OTHER J-300. 
INST PROGRAMS PROGRAMS Cotuen 2 
MorkshMt 2b (MorkshMt 2a ENTRY 
EDP Coluon I) Totcle) (Col 4*Col 1 
NO. (4) (i) (|) 



GENERAL EDUCATION 

Regular Education (K-12) | 1 10 

Alternative Schools |II2 

Continuation Education J 116 

Gifted and Talented Education |2I0 

Integra tlon/Desegregat 1on I II? 
Programs 



Independent Study Cantors |ll| 
C portunlty Scnools/ProgreM |12l 

roc/p VY\ 

Specialised Socondary Schools |U2 



SPECIAL EDUCATION 

Spaclal Day Class |?00 

Resource Specialist f 2 10 

Daslgnattd Instruct ion/Serv1ca|?;0 

Nonpublic Schools |230 

ProgrM Specialists/ |240 
Regionalized Sarvlcas 



tJJJJJJJJJJl 

//////////// 



tVJJJJJJJJl 

fin 



) //////////// 

//////////// 
TiiTiWm 



minium 



o ^ 

tJ G 



o 

ERLC 



MOfiKSHEE! 12c •••••• 

OffEMIMIION Of ADJUSIMENFS 1*0 SPcCIAl PROJECIS OONOft-AUFHOftllEO COSfS (J-3M) 



Prograa/Actlvlty 



AOJUSIMCMTS AOJUSIMEWS fO fOI AL 
FROM SUPPORiyoiHER J-3IO, 
IMS! PROGRAMS PROGRAMS Colutn 2 
(MorkihMt 2b (tforkshaat 2a ENFRY 
EOP Coluan 2) Ron 3) (Col 1«Col 2) 
NO. (1) (2) m ' 



FECIAL PROJECFS 

/vuyit PraUAnt ion MhA 1 

Rtcovtry 
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Economic IftAict Aid iW\ 
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Education Fachnotogy 1 352 
Ail IftAACi fir &ntf •«»- 








Mftntiv IftAihtr PtaarMm 1 HI 

■WMIftWf IV#VIIVI rl 14UI 9m 144 4 
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Millar Itoruh RaAJiiui Art 1 9AA 




1 \ 

\ ) 




School IftATOVAMrtt Pp/vipja 1 ?7S 
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School Sasad Coordination 1359 
rrogrM (ooirj 
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Stata Hospital Studants- 1362 
Spaclal Education 
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fanth Grada Couniallng |3SS 




( ) 




All Othar Stata Projects |3SY 
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All Local Projacts |3il 
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TAl, Column 3 





NOIC: liie total of Coluan 1 plus tlx total of Coluan i aust nat to laro 
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CONINE INfOfMAMM IN HORKSHEEl ?a AND NOMSHEE! 

Poga 2 (ftavliad 4/1 



Prograa/Acttvlty 



EOP 

NO. 



AOJUSMENIS ADJUSIHENlS 10 I0IAI 
. FdON SUPPORI/OIHER J-300. 
INSI PMOftANS PMOftANS Coluan 2 
NorkihMt 2b (Norkihaat 2a ENtRV 
Coluan I) lot all) (Col 4*Co) I) 



UPPORF SERVICES PROGRAMS 
Instructional Adalnlitratlon |}f$ 


llllllllllllll 






Instructional Madia |3M 
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School Administration |3IS 
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Pupil Sarvfcaa f |3IS 
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Spaclal Projacts Adt<n1strat'n|)tt 
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District Administration |4M 
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CantraHiad Data Processing |402 
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Child Oavalopoant ActlvltlM |4Si 
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Nonagancy Actlvltlas 144 • 
Educational 
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Nonagancy Actlvltlas |4I3 
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Facllltla; - Hants 4 Laaiat |44f 
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facllltlas - »:< Othar Coata |44l 
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tuition |OJ 
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All Othar Outgo |4I0 
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MORKSHEET 13a 1986-69 INSTRUCTIONAL ADMINISTRATION PROSR4* 

DETERMINATION OF 0OCUMENTE0 DIRECT SUPPORT COSTS 1-310) wwhiuimi *g"J l f T T^Hgi 
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AMOUNT AMOUNT DISTRIBUTION TOTAL 

OOCUMENTBO DOCUMENTED OF GENERAL TO ENTER ON 

NATURE OF 0OCUMENTE0 TYPE OF DOCUMENTATION PROGRAM/ACT iViTY TO SINGLE TO GEfTRAt CATEGORY WORKSHEET 14 

EXPENDITURE (on flla for audit) USING SUPPORT EOP PROGRAM CATEGORY TO PROGRAMS (Col 4*Co1 6) 

(1) (2) (3) NO. (4) (5) (6) (71 
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I« 

Cost Olstrloution unit Rata (Col. 5 / Col. 6)i 
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•«• •»" P.a. 9 
. . (Revised 4/11) 
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CHILD DEVELOPMENT FUNO- 



Col. S, EDP 421 

zzssssszaasaaaa I 



Child Oavalopaant Fund |42T|0| |/////////////|0| |0| VIIIIIIIIIIIIUIIIIIIIIIIII j/?///////////jo| 0| j0| /////////////|0| " ICol "riw^JTI 

ALLOCATION FACTOR "" " "** /////////// " ~WMf7// , ^^H^JJ?JJw/ 1 ' 



aaaazzzzzzzzzzzzzzzuzzzzasszaazctTTaclzzzftzzsaaaaaa 

taa 9* Subtouli: 0 (DocuMAtid) 

|0| 

A (M)ocittd) 



M *| *l ///////////// A| 

aaaaaaaaaazzalaaaezaaaaaaaa I aaaaaaaaaaaaa aaaaaaaaaaaaa asaaaaaaaaaaa 

Iftl /////////// 1B1 imuiiiu nullum 

»i o o o 0 

//////// 



A. 

aaaaaaaaaaaaa 

minimi 

|0| 



aaaaaaaaaaaaa 



A« 

izaiiizitanii 



immiiiimiiiiiiiiimi 

aaaaaaaaaaaaa laaaaaaMtiiiMB 



aaaaaaaaaaaaa 



lamizziiiaiiiaiaiiiaiiiiiiiiiisaii 

M$E 9 TOTALS: 

hgci l-l I Ptfo 9a Subtouli: 

0 (OocuMntod) 



i.i i<i i.i i.i i»i- JVW'4j»!!!!m w 

|asaaaaaaaaaae|«aaiar a aaaaaaa|iaaaaa88aaaaa|aaa aazaajaaazaa jjaaaazz a|aa caar aaaaaaaaaaaaa aa zaaaj* aaaaaaaaaaaaa laaaaaaaaaaaaalai 



Col. S, W 42? 

aaaafiaaaaaaoaas 



.mm ii ii i 



imiiimi iiiiimm 



J-390 Entry Una - Entar aaT 1 *''} - — I I------ ----I | I I | I — i t'.'.'.'.'.'.'J.'.'.'.i I'.'.'.'-'.'.'.'.'.'.'.i i i i i i , , 

Mogetlvo aaount In Coluan 4, EOP: EDP 3T9 EDP 310 EDP 314 EDP 393 EDP 399 1 ' EDP 4 OS EOP 410 ' EDP 4ET ' EDP 419 M EDP 402 EDP 459 1 1 



Pages 1-0 9 Page 9a Subtotals: 

A (Allocated) 

J-390 Entry Llna - Entar ai a I I I I I j I | i | i i i i i.... i i- , , 

Nagatlva aaount In Coluan S, EDP: EDP 379 EDP 390 EDP 309 EDP 393 EDP 399 EDP (OS EDP 410 EDP 49T 1 EDP 414 ' EDP 402 ' EOP 4S4 



/////////// milium 



continued on next page 



4 0 



40 




MORNSHEflM huh 
tISIRIIUIION Of OJRfCI SUCP08I OOSIS - Oocutanted and Allocated (MM) 



1911- 1911 



P«M 11 

(Rovtud l/ll) 



Instructions) Instructions) School Pupil Profits Plant Plant '"In!"" Pupil ^tot'* Food 

■=r===^ 1— i =r=== 



froffMi/Actlvity 



District Malnutrition 

AiLOCAItOM FACTOR 



*t*Mi«Miiaii*anii2E9zc:i*Mis«:i 

CtntrtHitd Data Processing- 1402 
(Residual) - 
ALiOCAIlON FACIOR 



/////////// w/////w www// uniiiiiii 



miiiiiiim 

:ci3z=iiiiiii 

innniiiiii 



■■ftiiiaiasuxiaiBscxraaiaiaaaRcis: 

Plant MilntMMct- IMS 
ALLOCATION FACTOR 



taaiiiaaaaiiaixxftaxaaaaasuxaiisfcs 

Mmt Opamlcni- N 10 

ALLOCATION FACTOR 



/////////// 

iiiiiuiliiii 

xiaxiaxaixaii 

IJJJJJJJJJJJl 

TiTffiTitifit 

■■■Rics^iiiia 

iimmimi 



iiiiiiiiiiiii 

■■■■■■■■■■■■I 

iiiiiiiiiiiii 



minimi 



JJJJJJJJJJJ. 
Imiimmi 

atumiaiaiaaaa 

WW/WW 
Jjmjmjj m 
iiiiiiiiiiiii 

■■■■■■uaattaa 

IIIIIIIIIIIII 



IIIIIIIIIIIII 

•■■••Xilll 

IIIIIIIIIIIII 



minimi 



JJJJJJJJJJJ. 
'iiiiiiiiiiiii 

■sosAUiisiaai 

'JJJJJJJJJJJ!. 

JJji^JJJJ 
iiiiiiiiiiiii 

■aaiiaaaaaiai 

IIIIIIIIIIIII 



miiimmi 

iiiimiiRiiaa 

llll/llllllll 



imimiii 



JJJJJJJJJJJ. 
iiiiiiiiiiiii 

■aiaaainxiaaa 

'JJJJJJJJJJJJ 
j'jJ^JJJJJ. 

iiiiiiiiiiiii 

tlllllllllSII 

IIIIIIIIIIIII 



JJJJJJJJJJJ. 
iiiiiiiiiiiii 

■iiiaiaaieiaa 

IIIIIIIIIIIII 



iiimmiiiiiii/iiiiuiiii 



minimi 



JJJJJJJJJJJ 
iiiiiiiiiiiii 

iiaaxaaaiiaai 

''JJJJJJJJJJJ. 

JJJJJJJJJJ. 
iiiiiiiiiiiii 

■■■■■■■■■■■■■ 

iiiiiiiiiiiii 



aaaitaaaaaaaaa 

iiiiiiiiiiiii 



»l 

aiiiaaaniiaa 

mimiiiiti 



Mizaniaiiaaai 

IIIIIIIIIIIII 



'"JJJJJJJJJJJ. l^^^h 

www// 'ImiimTi 'liiiiiiiiirj m/iiiiiii 



mm/mm 

■aiaaimiiia 

IIIIIIIIIIIII 



miimm 



*i 

anaiaaiaian 

miiimiiii 



*l 

aaiizasaaiiia 

IIIIIIIIIIIII 



*l 

aaaaaaaaaaaax 

IIIIIIIIIIIII 



*l 

aiiiaaaimaa 

IIIIIIIIIIIII 



*l 

■■■■■■■■■■■■a 

llll/llllllll 



*l 

IIIIIIIIIIIII 



JJJJJJJJJJJ. 

iiiiiiiiiiiii 

zaamaaiiaia 

'.'JJJJJJJJJJJ. 

iiiiiiiiiiiii 

■ maiiiaaaia 

IIIIIIIIIIIII 



mmimni 

■ aiaaaiiaana 

IIIIIIIIIIIII 



..„„„, .,„„ , , {IIIIIIIIIIIII IIIIIIIIIIIII IIIIIIIIIIIII IIIIIIIIIIIII IIIIIIIIIIIII A| A| 

iiaxaiixxaaaaaaMaaiaaaaxaanaxaaaxxa; isxiuaxaiiia iiiiiiiiaxaii iiaciisuaaaa laaaaiaiama laiaaimaaii in urn iiimiimsi 

Pag* II Subtotal*: 0 (Oocuaantad) ///WW// /////////// lllllllllll lllllllllll 11111111111 lllllllllll lllllllllll 

a (Allocs) www// www// 1 /////////// 'wVww/'^ww/ 101 101 

1*1-— I*' 1*1 —1*1 IM |A| I A I 



//www 



JJJJJJJJJJJ. 
iiiiiiiiiiiii 

■■■■■■■■■■■at 

'JJJJJJJJJJJ.' 

"jfjlijfjjj!. 

iiiiiiiiiiiii 

■■■■■■■■■■■■■ 

imiimmi 



mm/mm 
iiiiiiiiiiiii 



iiiiiiiiiii 



JJJJJJJJJJJ. 
iiiiiiiiiiiii 

■■■■■■■■■■■■■ 

WW/WW 

"www// 

WW/WW 

■■■■■■■■■■■■I 

IIIIIIIIIIIII 



*l 

aaaaiiaaaani 

II 



lllllllllll 



JJJJJJJJJJJ. 

// 

] www// 

aaaiaiiaiaan 

IIIIIIIIIIIII 



No Entry 



No Entry 

aaaaaaaaaaaaaaa 

No Entry 



lllllllllll 



No Entry 

aaaaaaaaaaaaaax 

No Entry 



No Entry 

sasaaaaaaaaaaaa 

No Entry 



A| \lllllllllllll IIIIIIIIIIIII lllllllllllll\k\ 

aaaaaaaiaaaaalaaftaaaaaaaaas aaaaaanaina iiaaiaaa.dsaailaaaaiiiaaiii3 

www// //www M jiniimir 

' WWW// 'lllllllllll] lllllllllll] 1 1 

* * * * I 



No Entry 

■■■ItSIIIICIIIll 



GRANO I0IALS 

Page I total* I Page 10 Subtotals 
Must agree with pag* I, Una 3 

0 (Oocuaantad) 



Paga 9 Total* i Paga 10 Subtotals 
Bust agra* with page I, lina 4 
A (A1 located) 



I- 



lllllllllll 
"I I I I" 



-I I- 



-I I" 
■I I" 



-I I- 



-I I- 



, lllllllllll lllllllllll 



"I I" 



•I I I I I I- 



Must agra* with: 
Totals Totals 

.| {.'JJJJJ.'JJJ.\ {JJJJJJJJJJ.X 



40 



ERIC 



CALIFORNIA STATE 
DEPARTMENT OP EDUCATION 
Fora J-380-SE (4/69) 





1086-89 

Annual Progra* Coat Data Report Supplement 
Special Education Prograas 



.School District County, California 



Type of Prograa/Activl ty 



BDP 
No. 



Direct 
Charges 



Adjustaents 
For Special 
Project! 
Charges 

In Col. 1 



Adjusted 
Dl rect 
Costa 



bocuaented 
Direct 
Support 
Cost* 



Allocated 
Direct 
Support 
Costa 



Total Direct 
and Dlt'ect 
Support 
Costa 
Col, n,4,5 



Indirect 
Cost« 



Total 
Prograa 















(Optional) 


(Optional) 


































■■■■iiaasnass: 

































































































































TOTAL SPECIAL El MIC AT ION 
MASTER PLAN COSTS (froa 
Fora J- 380, line EDP 260) 

TOTAL SPECIAL EDUCATION 

DISCRETIONARY GRANT COSTS FOR 
INFANT PROGRAMS (froa Fora 
J-380, portion of line EDP 343 
related to Inft Prograas) 

TOTAL SPECIAL EDUCATION COSTS 
TO BE DISTRIBUTED 



SPECIAL DAY CUSS COSTS 

1. Severely Handicapped/ 
Non- infant Costs 

2. Non Severely Handicapped/ 
Non- Infant Costs 

3. Infant Prograas Costs 

TAL, Special Day Class (atist 
equal J- 360, line EDP 200) 



B. RESOURCE SPECIALIST COSTS 

1. Severely Handicapped/ 
Non- Infant Costs 

2. Non-Severe ly Handicapped/ 
Non- Infant Costs 

3. Infant Prograas Costs 

TOTAL. Resource Specialist 
(aust auiial J-3B0, line 
EDP 210) 



701 

704 

707 

amm 

710 

713 
718 

719 

722 

725 
728 

731 



40; 
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CALIFORNIA STATE 
DEPARTMENT OP EDUCATION 
For* J-360-SE (4/89) 



1088-89 

Annual Program Coat Data Report Supplement 
Special Education Prograas 



Page SB-2 



School District 



County, California 



Type of Prograa/Actlvlty 



C. DESIGNATED INSTRUCTION AND 
SERVICE' COSTS 

1. Severely Handicapped/ 
Non-Infant Coats 

2. Non-Severe I y Handicapped/ 
Non-infant Cost* 

3. infant Prograas Costs 

TOTAL* Designated Instruction 
Services Costs (aunt equal 
J -380, line EDP 220) 

D. NONPUBLIC SCHOOLS COSTS 

1. Severely Handicapped/ 
Non-Infant Costs 

2. Non-Severely Handicapped/ 
Non-infant Costs 

3. Infant Prograas Costs 

TOTAL, Nonpublic Schools Costs 
(aust equal J-380, line 
SOP 230) 



EDP 
No. 



E. ASSESSMENT COSTS 

1. Severely Handicapped/ 
Non-infant Costs 

3. Non-Sevarely Handicapped/ 
Non-Infant Costs 

3. Infant Pragmas* Cob la 

4. Non-placeitttiit Costs 

TOTAL, Assessment Costs 
(aust euual J -380. I hie 
EDP 245) (E) 



714 

737 
740 

743 

746 

749 

762 

735 

768 

76) 
764 

766 

767 



i 
1 

Direct 
Charges 
O) 


tdjuetments 
tor Special 
Projects 
Charges 

In Col. 1 
(2) 


Adjusted 
Direct 
Costs 
(3) 


Documented 
Direct 
Support 
Costa 
«> 


Allocated 
Direct 
Support 
Costs 
(6) 


Total Direct 
and Direct 
Support 
Costs 
Col. 3,4,5 
(6) 


Indirect 
Costs 
(7) 

(Optional ) 


Teal 

fr W m 

(Optional) 
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xxxxxxxxxxxxxx 


xxxxxxxxxxxxxx 
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CAUPOflNIA STATK 
MtPAftTMKNT OP EDUCATION 
toim J 380 SE {4/m 



19BH-80 

Annual Progran Cost Data Report Suppleaent 
Special Education Progran* 



Page Sb~3 



School District 



Typa of Pr off ran/ Activity 



EDP 
No. 



Direct 
Charges 
W 



Adjustaents 

Por Special 
Projects 
Charges 
la col. I 
(2) 



.County, California 



Adjusted 
Direct 
Costs 

(3) 



Documented 
Direct 
Support 
Costs 
<4> 



Allocated 
Direct 
Support 
Costs 
<8) 



Total 01 ad 
and Direct 
Support 
Costa 
Col. 3,4,5 
(«) 



Indirect 
Coots 
(7) 



Total 
Program 
(6) 



P. SUMMARY TOTALS 

1. Severely Handicapped/ 
Hon Infant Coats 
(A1+B1+C1+DI+BI ) (PI) 


770 














loot lonal 1 


/Out inn» 1 1 


2. Non-Severe I y Handicapped/ 
Non-Infant Coats 
(A2+B2+C2+D2+U2) (P2) 


774 
















m 


3. Infant Programs Coats 
<A3*B3tC3*D3*B3) 


777 


















PL 04-142 Discretionary 
Grant Coats for Infant 
Prograac (from page SE-1) 


780 


















TOTAL, Infant Costa <P3) 


783 


















4. Non- placement Costs (P4) 


777 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


0. REGIONAL IZED SERVICES/ 
PROGRAM SPECIALISTS COSTS 
(Total costs from J-380. 
line EDP 240) 


786 


















M, SPECIAL EDUCATION 
TRANSPORTATION COSTS 
(Total ensta froa J-3H0, 
line EDP it>0) 


700 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 


KKKKKKKKKKKKKK 












TOTAL SPECIAL EDUCATION COSTS 

DISTRIBUTED 
<fc ♦ PI ♦ P2 ♦ P3 ♦ P4 ♦ 0 ♦ H) 

KilliritBMlllittBHiiiieHiaiiaMiiititKBEijikcttuuA 


800 




C t u t i. tt. IttSaMHV 


intBttltUKUBXUUK 




DCCKCtttBBKttb 




ttMNKBCKKMUitttil; 
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APPENDIX M: 

STATE DEPARTMENT OF EDUCATION J-580 FORMS AND iLNSTTOCTIONS 
(For Worksheets No. 1 through 4, please refer to Appendix L.) 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN RENUMBERED. THE PAGE NUMBERS ARE AS THEY 
APPEAR IN THE ORIGINAL SOURCE DOCUMENT 




FORMS AND INSTRUCTIONS FOR PREPARATION OF THE 

J -580 

ANNUAL PROGRAM COST DATA REPORT 



Enclosed are the following forms and instructions for preparation 
of the Annual Program Cost Data Report. 



1. Form J-580 and Instructions 

2. Worksheet #1 and Instructions 
(green) 

3. Worksheet #2 and Instructions 
(blue) 



4. Worksheet #3 and Instructions 
(Pink) 

5. Worksheet #4 and Instructions 
(yellow) 

6. Form J-580-SE, Worksheet SE, and 
Instructions (buff) 



7. J-580 Technical Checklist 



Annual Program Cost Data Report 

Development of Direct Support Cost 
Allocation Factors 

Determination of Adjustments to 
Special Projects Donor Authorized 
Charges 

Determination of Documented Direct 
Support Costs 

Distribution of Direct Support Costs 



Annual Program Cost Data Report 
Supplement—Special Education 
Programs 



GENERAL INFORMATION 

1. One original of each form and worksheet is provided. It is suggested 
that working copies be made of these documents since additional sets 
will not be available. 

2. Do not enter data into any cells that have been blocked out. 

3. Throughout these instructions, reference is made to the California 
School Accounting Manual. The 1988 edition should be used. Further 
information can be found in the the "Program Cost Accounting Questions 
and Answers" issued by the State Department of Education. The 1989 
Questions and Answers document replaces the several sets of questions 
and answers issued by the Department in 1986. 

4. The original set of all forms and worksheets are to be tranrmitted to 
the State Department of Education. One set should be retained for the 
county office files. 
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GENERAL PROCEDURES 

Preparation of the J-580 will be simplified if the forms are completed in the 
following order: 

Step 1 - Develop the direct support cost allocation factors using 
Worksheet #1 (green). 

Step 2 - Complete Column 1 (Direct Charges) of Form J-580. 

Step 3 - Develop the adjustments to the Special Projects 

donor-authorized charges using Worksheets #2 (blue). Enter the 
appropriate amounts into Column 2 (Adjustments for Special 
Projects Charges in Column 1) of Form J-580. 

Step 4 - Complete Column 3 of Form J-580 by entering the sum of Columns 
1 and 2. 

Step 5 - Determine the total support costs to be distributed as 
Documented Direct Support using Worksheets #3 (pink). 

Step 6 - Distribute the Allocated and Documented Direct Support costs 

using Worksheet #4 (yellow). Enter the appropriate totals into 
Column 4 (Documented Direct Support Costs) and Column 5 
(Allocated Direct Support Costs) of Form J-580. 

Step 7 - Complete Column 6 of Form J-580 by entering the sums of Columns 
3, 4, and 5. 

Step 8 - Compute the indirect cost rate using the formula on page 6. 

Step 9 - OPTIONAL: Compute and enter the indirect costs to be charged 
to each program in Column 7. The residual amounts in General 
Support, Support to Other Funds and Facilities, Rents and 
Leases will become zero as all these costs are distributed. 
Add across Columns 6 and 7 and enter the results in column 8. 

Step 10 - Complete Form J-580-SE using Worksheet SE. 

Step 11 - Review the completed J-580 report using the J-580 Technical 
Checkl ist. 



FORM J-580: ANNUAL PROGRAM COST DATA REPORT 

INSTRUCTIONS 

The purpose of the Annual Program Cost Data ReporL. is to provide 
the means for charging direct costs to all appropriate programs 
and projects, and the subsequent distribution of direct support 
and indirect support costs from support service programs to the 
various user programs. This provides the means for assessing the 
fiscal impact of operating all such programs and projects. This 
kind of cost identification is critical to the development of a 
meaningful cost reporting system for use by state and local 
decision makers. 

PROCEDURES 

la. COMPLETE COLUMN 1, "DIRECT CHARGES" 

A. Enter the Direct Costs for all Instructional, Support 
Service, Services to School Districts, Auxiliary, 
Facilities, and Other Outgo programs. Direct Costs must be 
reported in accordance with the California School 
Accounting Manual . Refer to page 4-2, "Program 
Classification Definitions," and page 4-2, "Direct Costs, 
Direct Support Costs, and Indirect Costs Distribution." 

B. Enter the donor-authorized charges for all Special 
Projects. Report only costs expressly funded by the donor, 
including direct costs, direct support costs, and indirect 
costs. These amounts should agree with the financial 
reports submitted to the donor agencies. 

C. Enter in the Section "Less Support to:" the total of direct 
support costs and indirect costs actually transferred to 
the Cafeteria Fund and Child Development Fund. Refer to 
the attachment to these instructions for further 
information on reporting support transfers to this fund. 

D. Total column 1 and verify that the total for this column 
agrees with the total in Form J-401 Summary, column C, 
lines B-10 (EDP 857) plus D-lb (EDP 903) plus D-2b (EDP 
967) . 

lb. Routine Repair and Maintenance Fund COMPLETE COLUMN la, 
"DIRECT CHARGES" 

A. Enter the Direct Costs for all Maintenance and Other Outgo 
programs. Direct Costs must be reported in accordance with 
the California School Accounting Manual . Refer to page 
4-2, "Program Classification Definitions," and page 4-20, 
"Direct Costs, Direct Support Costs, and Indirect Costs 
Distribution. " 

J-580 Instructions - 1 - Rev. 4/89 
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B. Total column lb and verify that the total for this column 
agrees with Foim J-408 Summary, column C, lines B-io (EDP 
857) plus D-lb (EDP 903) plus D-2b (EDP 967) . 

2. COMPLETE COLUMN 2, "ADJUSTMENTS FOR SPECIAL PROJECTS CHARGES 
IN COLUMN 1" 

A. Develop the adjustments to Special Projects direct charges 
using Worksheet #2 (blue.) in accordance with the 
instructions provided. Enter the appropriate totals in 
column 2 of Form J-580. 

B. Total column 2. The total for this column must net to 
zero. 

3. COMPLETE COLUMN 3, "ADJUSTED DIRECT COSTS" 

A. For each program add across columns la, lb, and 2, and 
enter the results in column 3. 

B. Total column 3 and verify that the total for column 3 is 
the same as the sum of the totals of columns la and lb. 

4. COMPLETE COLUMN 4, "DOCUMENTED DIRECT SUPPORT COSTS," AND 
COLUMN 5, "ALLOCATED DIRECT SUPPORT COSTS" 

A. Develop the documented and allocated direct support costs 
using Worksheet #1, (green), Worksheet #3 (pink), and 
Worksheet #4 (yellow) in accordance with the instructions 
provided for each. Enter the appropriate totals from 
Worksheet #4 in Columns 4 and 5 of Form J-580. 

B. Total column 4. The total for this column must net to 
zero. 

C. Total column 5. The total for this column must net to 
zero. 

5. COMPLETE COLUMN 6, "TOTAL DIRECT AND DIRECT SUPPORT COSTS" 

A. For each program, add across columns 3, 4, and 5, and enter 
the results in column 6. 

B. Total column 6 and verify that the total for column 6 is 
the same as the total for column 3. 
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6. COMPUTE THE INDIRECT COST RATES 



A. Determine the indirect cost rate using the following steps 
(Note: This formula appears on page 6 of Form J-580) ? 

Step 1: Total and record the support coists reported in 
column 6 for the following: 

Support Services EDP 422 (designated "d") 

Support to Other Funds EDP 44 5 (designated "f") 
Facilities-Rents & Leases EDP 467 (designated "g") 

Step 2: Total and record the direct costs and direct 
support costs for the following programs as 
reported in column 6: 

Instruction Programs EDP 270 (designated "a") 

Special Projects EDP 370 (designated "b") 

Services To School Dist. EDP 423 (designated "c") 

Auxiliary Programs EDP 465 (designated "e") 

Step 3 Divide the sum of the amounts in Step 1 (above) by 
the sum of the amounts in Step 2 (above) and carry 
the result to six (6) decimal places. THIS 
REPRESENTS THE STATE INDIRECT COST RATE. 

7. COMPLETE COLUMN 7, "INDIRECT COSTS " (COMPLETION OF THIS COLUMN 
IS OPTIONAL) 

A. Allocate indirect costs to a- 1 Instructional Programs, 
Special Projects, and Auxiliary Programs. Apply the rate 
obtained in Step 3 (above) to the total costs of each 
Instructional Program, Special Project, and Auxiliary 
Program reported in column 6. 

B. For indirect costs transf erred to the Cafeteria Fund or the 
Child Development Fund, enter into column 7 the portion of 
the negative amount shown in column 6, which represents 
indirect costs charged to this fund. If the amount in 
column 6 is pos itive , enter zero (0) in column 7. 

C. Total column 7. The total for this column must net to zero 
(0). 

8. COMPLETE COLUMN 8, "TOTAL PROGRAM" (COMPLETION OF THIS COLUMN 
IS OPTIONAL) 

A. For each program, add across columns 6 and 7 and enter the 
results in column 8. 

B. Total column 8. Verify that the total for column 8 is the 
same as the total for columns 3, and 6. 

J-580 Instructions - 3 - Rev. 4/89 



9. DETERMINE WHETHER FORM J-580-SE NEEDS TO BE COMPLETED 



If special education program costs were reported by the LEA, 
indicate on page 6 of Form J-580 whether or not programs were 
operated only for non-severely handicapped pupils. If the 
answer is "no" (i.e., if programs were operated for severely 
handicapped pupils) , Form J-580-SE, Annual Program Cost Data 
Report Supplement— Special Education Programs, must also be 
completed. 

10. REVIEW THE COMPLETED REPORT 

Use the J-580 Technical Checklist to review the completed Form 
J-580 Annual Program Cost Data Report. 

11. TRANSMITTAL OF FORM J-580 

This report shall be prepared in duplicate. One copy shall be 
retained in the county superintendent of schools files. After 
examination and approval, the county superintendent of schools 
shall forward the original of this report to the Office of 
Management Reports and Analysis, P. o. Box 944272, Sacramento, 
California 94244-2720; or, for hand delivered reports, room 
590 of 560 "J" Street, Sacramento, California. The report 
shall be filed with the State no later than September 
20, 1989. 
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CALIFORNIA STATE 
DEPARTMENT OF EDUCATION 

For* Ji-nso (Rev 4/69) 



1988 "69 

Annua) Program Co«t Data Report 
County School Service Fund Expenditures 



Direct Charpt»H 



Adjustments 

- — For Spnnial 

General fitn. Repair Projects 

EDP Fund and Mniiit. Charges 

No. Fund in Col. 1 

(la) (lb) (2) 

INSTRUCTIONAL PROGBAHS 
Geiiera) Education 
Regular Education (K-12) 



Type of Proyran/ Activity 



COMUItltV $th001S 

County Jails 

Gifted and Talented Education 
Handicapped Adults 
Juvenile Hall 

Opportunity Schools/Programs 

Pregnane Minors 

ROC/P 

Specialized Secondary Schools 
TOTAL* General Education 

Special Education 
(Including PL94-142 Local 
Entitlement Expenditures) 
Special Day Class 

Resource Specialist 

Designated Instruction and 
Services 

Nonpublic Schools 

Program Specialists/ 
Regionalized Services 

Assessment Costs 

Special Educ. Transportation 

TOTAL, Special Education 

TOTAL, INSTRUCTIONAL PROGRAMS 
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County School Service Fund Expenditures 



Page 2 



Type of Program/Activity 



EDP 

No. 



SPECIAL PROJECTS 
Federal Projects: 

Drug Free Schools Act 
<PL99-570) 

Job Training Partnership 
Act (JTPA), 

Vocational Education Act 

ECIA 

Chapter I, Migrant 

Chapter 1 , N A D 

Chapter 2 

Other 

EOA 
Head Start 

Other 

Pederal Immigration and 
Refugee Acts 

Legalization Assistance 
Grants (SHAG) 

Special Education 
Discretionary Grants 

All Other Federal Projects 

TOTAL , Pederal Projects 

State Projects: 

Administrator Training and 
Evaluation Program 

Dropout Prevention A Recovery 

Mentor Teacher Program 

School improvement Program 



General 
Fund 

(U) 



Charges Adjustments 

"V For Special 

Rtn. Repair Projects 
and Maint. Charges 
Fund In Col. 1 

Ob) (2) 



^County, California 



DONOR 
AUTHORIZED 
CHARGES 
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344 

341 
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343 
346 

3 8 
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356 
353 
275 
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aaa Documented Allocated 

Adjusted Direct Direct 

Direct Support Support 

Coats costs Coats 

(3) (4) (5) 



Total Direct 
and Oirect 
Support 
Coats 
Col. 3.4,5 
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Indirect 
Costs 
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Total 
Program 
(8) 



(Optional) 



(Optional) 



426 



• 



CALIFORNIA STATE 
DEPARTMENT OF EDUCATION 
For* J-580 (Rev 4/89) 



1900-69 

Annual Program Coat Data Report 
County School Service Fund Expenditures 



Page 3 



General 
Fund 

(la) 


ttr'tair 'SoREi" 1 Adju.ted ^'rl^ A1 A? C8t ? d ^ufrSc?' 
and Malnt. Charge' DlrSct SuDoorfc cSJESSS Support 

Fund In Sir 1 cSSts cSS?S S fflS mi 00 * 1 * « Afreet Total 
(tb) ( 2 ) (3 , C ft 9 c ^|» Col ( 2) 4 ' 5 ^ Propp 


DONOR 
AUTHORIZED 
CHARGES 


kVwvvwwvww 












(Optional) 


(Optional) 






■'VVVVVVVwwww 

aaaaXXXXXXXX 


















xxxxxxxxxxyy 

* * fa r% m\ t\ f\ m\ f\ f\ f\ f\ 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


















xxxxxxxxxxxx 


xxxxxxxxxxxx 




aaia«)isaaiia 


a a tt a si a m a a at a a 


laaaaaaaamaa 


aaaaasaiaaaaa 


naiaaa^aiat 






















xxxxxxxxxxxx 


xxxxxxxxxxxx 
















xxxxxxxxxxxx 


xxxxxxxxxxxx 














a ami * mm a mm a a at J 


xxxxxxxxxxxx 

■ aaai*aaaa,jaf 


xxxxxxxxxxxx 

!maa)i9jiintiiii 




miaaiaiiiiai 


aaasaariaaaaa 


Ic) 

aaiaiiti| laial 




Maaaaaaaaaaaa 



Type of Pro jram/Activlty 



EDP 

No, 



SPECIAL PROJECTS (continued) 
State Projects(contlnued) 

School Baaed Coordination 
Program (S8CP) 

State Hospital Students- 
Special Education 

All Other State Projects 

TOTAL, state Projects 

Local Projects: 
All Local Projects 

TOTAL, SPECIAL PROJECTS 

■■*■■« "■■■aaaaaaaaaaaaaaaaaaaaas 

SERVICES TO SCHOOL DISTRICTS 
instructional Services 
Instructional Administration 

instructional Media 

School Administration 

TOTAL, Instructional Services 

Pupil Services 

Special Education Assessment 
Co3ts 

General Services 
General Administration 

TOTAL, SERVICES TO 
SCHOOL DISTRICTS 

ataaaaatfMaaaaaaaaaaaaaa-aaaaaaaaaai 
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36 
357 

358 

368 

370 

a ats 

374 
379 
384 
387 
394 

396 

397 

423 
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CALIFORNIA STATE 
DEPARTMENT OP EDUCATION 
Foro J-58U (Rev 4/89) 
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Type of Program/Activity 

■ ■■■■■mm at a aavaa m mmm m 9m K m mm mm m a 9 § 

SUPPORT SERVICES PROGRAMS 
Instructional Support • 
Instructional Administration 
Direct/Direct SMpport Costa 

Distribution of Support 

Instructional Media 

School Administration 

Direct/Direct Support Costs 

Distribution of Support 

Pupil Services 
Direct/Direct Support Costs 

Distribution of Support 

Special Projects Administration 
Direct/Direct Support Costs 

Distribution of Support 

ien*ral Support 
County Office Administration 

Centralized Data Processing 

Plant Maintenance 
Direct/Direct Support Costs 

Less: Distribution of 
Support 

TOTAL, plant Maintenance 

Plant Operations 

Direct/Direct Support Costa 

Less Distribution of 
Support 

TOTAL, Plant Operations 



. 1980-89 
Annual Program Cost Data Reoort 
County School Service Fund ExplnSit 



tures 



■■«■■■■■■■■■■ ■■■■MMM«MMMMMMMM«M« 



Direct Charges 



BDP 

No. 



General 
Fund 

(la) 



Adjustments 
q 7 ~ "*~ p or special 
Rtn. Repair Projects 
arid Ma int. Charges 
Pund in Col. 1 
(lb) (2) 



IRI<ltllli aaaaR ' aaaaaaaaR|aa j 



375 
376 
380 

385 
386 

395 
393 

398 

399 

400 
402 

405 

406 
407 

410 

411 

412 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 



■■■■■■■■■Ma 



xxxxxxxxxxxx 
♦ 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 
♦ 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



Adjusted 
Direct 
Costs 

<3) 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



Documented 

Direct 
Support 
Costs 
(4) 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



xxxxxxxxxxxx 



Allocated 
Olrect 
Support 
Coats 
(3) 

■■■■«■«■«■■■■■ 



xxxxxxxxxxxx 

xxxxxxx\xxxx 

xxxxxxxxxxxx 

xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 



Total Direct 
and Direct 
Support 
Costs 
Col. 3 ( 4 ( 5 

■ ■■■■■■■■■■■■laigiai 
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■'■-■■■■■■■■MMMMMMMM 



Indirect 
Costs 
(7) 



xxxxxxxxxxxxx 



xxxxxxxxxxxx 



(Optional) 

XXXXXXXXXXXX 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 



xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



Total 
Program 

■■■■■■■«■*■, 

(Optional) 



xxxxxxxxxxxxx 
xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 



xxxxxxxxxxxxx 

xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 



xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 



xxxxxxxxxxxxx 
xxxxxxxxxxxxx 
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430 



# 






CALIFORNIA STATE 
DEPARTMENT OP EDUCATION 
Pom J-580 (Rev 4/89) 



1988-89 

Annua 1 Program Lost Oata Report 
County School Service Fund Expenditures 



■ Viiiini3iia)i aaaaaBH|l| 



Direct charges Adjustments 

For Special 



««iiaBa B a BBa i aHa 



■*MISBHKB a iti ai IW a i a ia a 



Type of Program/Activity 



sopp55t«^ 

General Support (continued " ,|ycu * 
Pupil Transportation 
Direct/Direct Support Costs 

Distribution of Support 
TOTAL, SUPPORT SERVICES 



r w "s,M' ;s$si itss? £££\ 



' ""■""■■■■aiJi3i i i lia3aaaj 

Total Direct 
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County, California 



•■Bllll!. 



Less Support to: 

Child Developsient Fund 

TOTAL, Support to Other Funds 

i>»>. aa i«. B .... S]a ■«■■ .... . a 

• ■aiam. «■«... „ „ ...... 

\UXILIARY PROGRAMS 
Community services 

Retiree Benefits 

Food Services 
Direct/Direct Support '.oats 

Less: Distribution ol 
Support 

TOTAL, Pood Services 

Child Development Activities 

Nonagency Activities 
Educational 

uiagenc 
Other 

OTAL, AUXILIARY PROGRAMS 



Nonagency Activities 
ther 



Sl.tt.il.i 



415 
416 

422 



427 
445 

. . i 
111 

450 

453 

455 

456 
457 
456 

461 

463 

465 



xxxxxxxxxxxxx 



* MM » MM ....... 

III! IB ...... 



■ilBa«..aaaaa 
■ tfiiiiaanaaa 



XXXXXXXXXXXXX 



XXXXXXXXXXXX 

xxxxxxxxxxxx 

XXXXXXXXXXXX 

■■iiiiaiitii 
. x * . ...... a . 

XXXXXXXXXXXX 
XXXXXXXXXXXX 

■III Ill 

« a a zt aia a a . a a . 

XXXXXXXXXXXX 
XXXXXXXXXXXX 

XXXXXXXXXXXX 



XXXXXXXXXXXX 



aiiiiinia... 

XXXXXXXXXXXX 
XXXXXXXXXXXX 

■ ill.Majrlan.s 
aitaiaaaaja 



XXXXXXXXXXXX 
XXXXXXXXXXXX 
XXXXXXXXXXXX 



XXXXXXXXXXXX 
XXXXXXXXXXXX 
XXXXXXXXXXXX 



XXXXXXXXXXXX 



a ■ a 3 ■ » . * ..a 



xxxxxxxxxxxxx 



niiai....... 



.......nrjss.. 

3aa«sin ll | 3Ba 



(4) 

iiimia a i aaaaaasa 



to 2V5I!J ed Allocated and Direct 
Direct Support 

rSE?!* „ i 00 ! 1 ? Indirect 
Col. 3.4,5 costs 
< 5 > (6) (7) 

iniiiiiiiia inaii.. «ii»*. 

(Optional) 



XXXXXXXXXXXX 
XXXXXXXXXXXX 

«ailiaMiai 3a 



xxxxxxxxxxxxx 



M ■ a £t a ....... 

. n a ....... . 



■ saa t. Ji atts ■ aa 
ilia a i a. a. 



XXXXXXXXXXXX 



atiiiitia.B.aia 



i a a a . a ■ 

taaa sii 



«... ati.ux a a 

Haa a aaaa a 



XXXXXXXXXXXX 



XXXXXXXXXXXX 



(d) 



iiiaiitiHin, 

■ uss-saaaaasa 



(f) 



; = *:K« = = a: t . . a 
iiaaa.a.a ... 



e) 



• «a aiaa.a... 



XXXXXXXXXXXX 
XXXXXXXXXXXX 



Total 
Program 
(8) 

'axaciiRiaii 

(Optional) 



xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

xxxxxxxxxxxxx 

aiiiaaaaaia 

H£*ai. ...... 

xxxxxxxxxxxxx 
xxxxxxxxxxxxx 

1 * ■ * ■ ■ « tt ■ a a . 
laaaiaaiiillD 
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xxxxxxxxxxxxx 
xxxxxxxxxxxxx 
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* £ nn U*i Program Coat Data Report 
County School Service Fund Expehdlt 



urea 



■Cf ■ ■■■■■■■ mu 



' ■ v , 



Type of Progras/Actlvlty 
Rents and Leasee 



Direct Charge, A^ju.'t^"^"""" 
(!•) (lb) ln ?f? 1 Cost. 
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County, California 



All Other Costs 
TOTAL, FACILITIES 

OTHER OUTGO 
Tuition 

All Other Outgo 

total , other outgo 

total, county school service and 
p8S5s NE rrpair ano main "nance 



(■■MiKiiMaHica, 



■ iviietaiim ansa 



48? 
468 

489 
■ ■ ■ 

475 
480 

485 

500 



lnr«stricted Rate: (d) f (f) ♦ ( K ) 

(a) ♦ (b) ♦ (c) /(e) 



■ ■■aitai HBBMMaavHtKHaa 



(lb) 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 

■ a* i 

xxxxxxxxxxxx 



(2) 



xxxxxxxxxxxx 



■■iiJBee aaaai| 
■aauiaaaiaivB, 



aflisniiiigamg, 



■ ■*aiaaa a im aKHSRI 



°°^?e e c n r d Al ^? cat ? d 'SSmSS* 
uirect Olrect sunnm-r 

Support Support cggti* indirect 

CQStS C ?2< s Col. 3 4,5 cSitS Ct 

(5) (6) (7) 

»■■■•»»■•■ MU............ 

(Optional) 



(4) 

B « ■ ■ ■ ■ ■ n s * a n 



xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 



xxxxxxxxxxxx 



a ■ at a aa a « ■ 3 a * 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 



xxxxxxxxxxxx 



a»»ait l aiaaiit U Biaia 3a3ll!taaMai3aBlu 



(g) 



1 a a a a » aa a a 



xxxxxxxxxxxx 

xxxxxxxxxxxx 
xxxxxxxxxxxx 

xxxxxxxxxxxx 



xxxxxxxxxxxx 



iaaajaj.iqsaaax: 



»aa at a a a 



Total 
Program 
(8) 

■■■aiiaaiii 

(Optional) 
xxxxxxxxxxxxx 



1 a * 3 a a aa a a aa ■ 



'* ail = «»a*xaaaati J 
aaaa=tajja Sa3atlaa 



SPECIAL EOUCATION PROGRAM SUPPLEMENTARY INPORMATrnN t tn h* i . . " 

Did your county operate pro.f.5TOVR!KKS i^ 0 dl b cap C pe"§ l s e t t u e d d enfs S 8 N e L C V^ EdUCatl ° n C °° ' are 'Wtad on P ag e 1 



Yea 



II If No, complete and submit Form J-5A0-SE 



CERTIFICATION BY COUNTY SUPERINTENDENT 

I !l e E 0 ty certify that, to the best of »y knowledcrr 
and belief, this report i 9 true and correct e 

ilgned 



Oate 
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# 



4?* 



FOR SUPPLEMENTAL INFORMATION, PLEASE CONTACT 
County Employee^ 



Telephone Number 



Urea J TRuIEer] (TxT) 

43i • 
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DEV€r0PH€NT OF DIRECT SUPPORT COST ALlOCAilON FACTORS (J-560) 

TOTAL . FACTOR A . . FACTOR B . FACTOR C FACTOR 0 TOIAL FACTOR E FACTOR F FACTOR 6 TOfAl ----Jj^JJ-^ 
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FACTORS EXCLUOED 

33aXBaBBZBX3XXXXXZX8Z3X8ZZ;:32t IZZ 

Coiaunlty Schools 1 123 

FACTORS EXCLUOED 

sxsxzatixszzizszwiiaxiaiasssszzrsa 

County Jails | 124 

FACTORS EXCLUOED 

3388888838883888383338888888X88888 

Gifted and Talanted Pupils |2I0 

FACTORS EXCLUOED 

axsaxxxxrzxxzxsaxaasxsiasizssxasiz 

Handicapped Adults | 126 

FACTORS EXCLUDED 

xaaaaaaaaaasxasxaxsiiisxxxziasaiia 

Juvenile Hall Mia 



FACTORS EXCLUDED 

axaxaaxaaaxaaaaaxaazsaazaziiszziiz 

Opportunity School? /Progress 1 120 
FACTORS EXCLUDED 

azaaaaaaaasxaacaaaazzaxaaazaasxaki 

Pregnant Ninon | 



FACTORS EXCLUDED 

3XXXXXXXXX2XKXX3X2X3XXXXXXX88XX8flX 

ROC/P 1 121 



FACTORS EXCLUDED 

xsxxxxexzzxxsszssB? ^zxaazszzaaiice 

Specialized Secondary Schools |122 



FACTORS EXCLUDED 

zzzxxfizaaczszzasaaaszxzRzfisxaxttais 

SUBTOTAL, GENERAL EDUCATION 



/////////// 

=3288 iZ23S; 



/////////// 

23SX8X3XX3 



/////////// 

BZB2ZSXZS3A 



llillllllll 

SXXXXKXXXXS 



llillllllll 

asxazaaaisz 



llillllllll 

8888X838X32 



llillllllll 

SSSS3SX383X 



llillllllll 

XXXK1232X22 



llillllllll 

8888881 1S3 



llillllllll 

88888388888 



332322322222 



rszszsazcaz; 



88888888888 1£ 



838883883888 



88838X33383: 



XXX<.SXXX222 



888328338883 



XXXXX838XXXX 



xxxsassxxsaa 



8888838X83XS 



:S23?22X3XX3 



:333X3532332 



:2233X2832r 



:XXS3322X5 



83S33233383X 



X83SX28XX2X2 



88332838X22: 



83XS8XXSXXX3 



883888838338 



32232233823: 



323332283323 



88333338X2X1 



838X322232 



3238832238; 



2282282222 



88888388828 



83228833333 



83333X82838 



3SS28322388 



3238SSX8S38 



38328233XZ2 



:2222883822 



83X3X383333 



38323338333 



32383388SS3 



8X238222X88 



322228282 



28222322222 



28338223832 





42282: 382822 


838238803833 


353333X3X3333 


UUUUUI 


222222X2322 


32X38222X22 


3282222822X2 


llillllllll 

8X822X23232 


«:==,„=== 


22228323333 


233X33323222 


llillllllll 

23X822X3X88 


XX32S233322 


22223838332 


323282383222 


/////////// 


22222223222 


X22232XS382 


2XJ223233322 


minimi 

288^2222223 


83838833332 


22X2X288333 


223332X83233 


llillllllll 

88232328332 


338X3X32X33 


33223232223 


82232223X338 


minimi 

8X388883338 


38332333232 


2222223232= 


382X82333232 


llillllllll 

33X88322232 


33232333222 


38332X233X2 


82222X22222= 


llillllllll 

3828322X232 


3X8338=2223 


S3338S8S833 


82X28X328822 


llillllllll 

322X23X3X22 


33X338833X3 


=22=3232232 


8383XXX2X2X= 



Subtof-I, hctoi< Excluded llillllllll 



888X82X88X3888 8383388833883888X88322 
SPECIAL EDUCATION""""""*""" 

Special Oay Class | 200 

FACTORS EXCLUDED* 

Z23Ca3CCZKXXazX8ZZZ31ZZ3Z8ZV8X3K83 



XXXXX8XSXtx|xxaXXX3XXXK3|xa83838.nej8S|338X328S8S2|xX=2XX=t32= 
*8X8t888838883828XaX833888::888XXXXXXXXXXKX8X3SX2XXXXXXXX3XXSX 



llillllllll 

XL328KXXKXX 



ssxxxxxexsxx 



XKXXXKX2t22s 



XXXX8XXXXXX 



Z=SXXXXXXX3|XXXX8=83XX=| 333X33X3822 j 2822X2383X33 
883888338«S888888XXXXXXXXX£32X2 = = rrs£X = X£3t £82X22 







//////////// 

2223X2222222 


82X222222322 


//////////// 


2223322X2222 


llillllllll/ 

8333333X3833 


33333^333383 


//////mm 

22222222222X 


3333323X33X3 


//////////// 


22X2322X2X22 


//mill/ill 

3332333833X3 


3338X3333333 


IIIIIIIIIUI 

XXX8X3XX23X2 


X 33 3833333X3 


IIIIIIIIIUI 

332322283833 


838233X333:3 


//////////// 


22X2X82X3222 


IIIIIIIIIIH 

323X22322X22 


83X3X2X38838 



XXXXX83CXXX 











llillllllll 

X83X8K8XKX3 


3K3XXK2XXXX 


XXXXXXXKXXX 


XSXXX3XX2XXX 



**////////////' 

X3XX338X88ax|X3aX3XXXa2XX 
133238 3888 83 t 8331 XXXC3232 



tt 



llillllllll/ 


IIIIIIIIIIH 


IIIIIIIIIIH 

U8X88333K3XX 


minium 

33X3X3X38388 



UU'uiil 


Tun mm'/ 


2X3322S3%X32332S; 

l/IIIIU/ll/UUI 


iiiumi 

222233882 

lllllllll 


iiiumim 

X333383XX33X 

llillllllll! 


niiniminmi 

3=2333X22233233== 

luiiiiiiniimi 


lllllllll 

232333383 

lllllllll 


minium 

833883333383 

IIIIIIIIIUI 


miiniunmn 

223338X3338X8S3XS 

IllllllllU'UlU 


lllllllll 

222383333 

lllllllll 


minium 

3X3XXXXXXXXX 

illinium 


IIIIIIIIIIIIIIIU 

X3333XXXanxXX8=X2 

imniiinnuu 


lllllllll 

3383X3388 

iiiimu 


minium 

XXX883X33883 

iiiumim 


IIIIIIIIIIIIIIIU 

23XX3XX3XXXKXXXXJJ 

///////////////// 


iiiumi 

33XXXX32S 

iiiimn 


minium 

aasxxxxxxxxe 

//////////// 


lllllllllllllllll 

XXXXXX88388888S8X 

lllllllllllllllll 


in/mil 

xxxxx xxxx 

lllllllll 


tJJJJJJJJJJJ 
mn'mmi 


UUUIIIIIIUIII 

XXXXXXXXX3XXXX XXS 

lllllllllllllllll 


lllllllll 

33X332222 

lllllllll 


mnmun 

32832838X883 

mini/mi 


lllllllllllllllll 

3XXXB888X388888<'X 

lllllllllllllllll 


IJJJJIIU 

linTuTi 


minium 

rX3X3223XX32 

IIIIIIIIIIH 


ui/iiuuiuun 

3XXXXX83X2XXXXXX8 
lllllllllllllllll 


iiiimn 

38XX3X328 

lllllllll 


IIIIIIIIIUI 

322222X2X2X3 

minium 


lllllllllllllllll 

X333333338383XX23 

iiiiiiiiiiiiimi 


lllllllll 

XXXX3XXXX 

///////// 


minium 

232X3XS8XXX2 

minium 


iiiiiiiiiiiiiiiii 

XX2XX3282X323X2ZZ 

iiniimumui 


/////////' 

3323232 32 
2X2XX21XX 

lllllllll 


milium} 

22X23222XSXX 

xxsxxxxxxasx 

//////////// 


TiTfiiTiiTifiiiTi 

X3XX22Z33S8X38CS2 

xxxxxsxxxxxtxxxaz 

lllllllllllllllll 


immij 


IIIIIIIIIUI 

328223X33383 


lllllllllllllllll 

83X88X3S3888XXX3X 
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DEVELOPMENT Of DIRECT SUPPORT COST ALLOCATION FACTORS (J-SIO) 



Mtt-tl 



m "lip "* » Hji «si *x 

<a< :^ a !!!. a ! lsl . aai "" »»- > . . 83 „j;;j 



-.2! ( .!! ! <! oo V ..... [!.! op !! £0 w-,n ) > 4t,on Co te » 



TOTAL 
PUPILS 



SPECIAL EOUCATION (contlrwtd) 
ta$ourca Spadalist 



|210 

F AC TOW EXCLUDED* 
|220 



Gwlanattd ins truce Ion and 

StfVfCM 

FACTORS EXCLUDED 

aisacsassaaa a ajaaaaaaaaaa 



81118 ■ »■■■■ 88888838 i« aa JB8IB 

UliWllll 



llltltiillt 



88838888X888 



888888888888 



Nonpublic School! 



88881888888 



'JJJJJJJJJJ 111 m a 1 1 a illinium milium 

FACTORS EXCLUDED /////////// " - — — — - 

1240 /////////// 



•Htid Sarvlcts 

FACTORS EXCLUDED 

BBsaaaasaaaaaasaaaaasasaaaaasaaaaa 

Assasutnt Costs f 245 

FACTORS EXCLUDED 

»8x tmiti nun ii 

Soiclal Educ. fr mjport it Too 



FACTORS EXCLUOE0 

111 88888818838338 2118338888 

UdTOTAL, SPECIAL EDUCATION 



lUIIIIIIU 

888888X8888 

/////////// 



i inn ii n n minium n inn mi 

"■■ ««■« «83 881 188 



888888888888 



IUUII/III 

'.'JJJJJJJJJJ. 'JJJJJJJJJJ i iiimmii uuuuu'i 
'J^JJjF 1 ''' Huiiiwii 'miiiiiiii iiiiiiiiiii 

'JJJJJJJJJJ 1 . JJJJJJJJJJ m mum 
" iiimmii 

23181888183 

minimi 



'JJJJJJJJJJ, 'JJJJJJJJJJJ. LUJJMWJ milium 



88I8I82S88SI 



'JJJJJJJJJJ 'JJJJJJJJJJJ. m/ii iiii mm. nmiiiiii 



228281882218 



•5? 'JJJJJJJJJJ. 'JJJJJJJJJJJ. IJJJJJJIJJI' iiiiiiiiiu 



£228228*832 



■I8I8I8II88 

minimi 



* !>■■ ) „, 









uuiumi 






iiuumu 

8*818818888 


88881888818 


88882838888 



iiiiilimn 



(12) M3) flit 



U/IIUIUII 



illinium 

8*2838822288 



888C3338S833 



minium 



minium 

323888888888 



minium mm mm 



minium mm mm 



328838883838 



32282833883 



Subtotil, fjctori Excluded '///////////' 1 1 ' ^ J7777777777^ I 



minimi 


minimi 


iiimumumuimii 


iiiiiiiiiii 

88881188888 


minimi 

888*8888888 


minimi 

82883S82*!-' 


Wiimifii 

222338283832 


minimi 

88888888X88 

minimi 


88888888388 

imnimi 


23288822222 

minimi 


228388228188 

llllllllllll 


milium 

2823338*383 

milium 
milium 

22322222388 


iiiiiiiiiii 

88838238328 

ijummi 
iiiiiiiiiii 

22333222222 


milium 

88383828232 

immuu 
iiiiiiiiiii 

22813323222 


minim:! 

8222232213.- i 

ujumuu 
iiiiiiiiiiii 

321282812283 



888822838 

///////// 


1888838^ mass 

llllllllllll 


88233882888822823 

miiimiiiimi 


///////// 

283833228 

///////// 


illinium 

888838881111 

llllllllllll 


mimimmm 

211112821 

lllllllllllllllll 


///////// 

88883*888 


llllllllllll 

238238888833 


illllllllllllllll 

88888888833888338 



FACTORS EXCLU0E0 

8291832832123333283222232232222322 

Job Training Partnership I 295 
Act (JTPA) ■I!' 

FACTORS EXCLUDED 

822228882*823333238822223332232 233 

Vocational Education Act | 300 



FACTORS EXCLU0P0 

111831232 2223288822823822 

CCIA, Cnaptar 1, lYtqcm |323 
FACTORS 6XCLU0E0 

3 88381 || 32138888 18 3 331 83 83 2*138 3 88 

ECU, Chapter 1, H 4 0 1 325 



FACTORS EXCIUDE0 

3X3JS833393S3 322238822338812283223 



iiiiiiiiiii 

22222222222 
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DEVELOPMENT Of DIRECT SUPPORT COST AUOCATION FACTORS (J-580) 
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3. Donor Authorized Non-Instructional 
Act Wit In (Rom I - How 2) 

■ SatlMSSSIISSISaigllllS^SIIglllin^^ 33-333 3 — -3--, w i-i.« e . Ss .. 

0ISTRI8UTI0N Of 0CNOR AUTHORIZED HOH-INSIRUCflOHAl ACTIVITIES (Rom 3) TO SUPPORT SERVICES, 
AUXILIARY FACILITIES, AND OTHER OUTGO PROGRAMS 
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OETERNtttATHM Of ADJUSTMENTS TO SPECIAL PROJECTS OONOR-AUTHOftlZEO CHARGES (J-580) 



AOJUSrNFUf TO support services, auxiliary, facilities, ano other outgo programs 
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ffi2?l« d PW a Uan TWC!W l-provei^t Coo-dlnMlwi Hospital Sti e Locll T0U1 , 

*tg!r Recovery ^ BR" SSftlM ^ e m cSSS. 

£dT351 IDP 35$ EOP 35) EOP 275 fOMSl Bmm POP 357 F nt> i» Sub total f rw Sub-totais) 
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fletlree Benefits 



food Services 

ChlW Oevelopeent Activities 



Nonagency Activities - Educational 
Nonagency Act Wit M - Other 



Facilities * Rants and Leases 
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ADJUSTMENT FROM INTRUCTIONAL PROGRAMS 



• ••••• MORKSHEET 12b 1988-09 

DETERMINATION OF ADJUSTMENTS TO SPECIAL PROJECTS DONOR AUTHORIZED CHARGES (J-580) p*g 9 i (Revised 4/89) 
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SPECIAL PROJECTS 
COSTS INCLUDED 
IN 

INSTRUCTIONAL 
EDP PROGRAM 
Progri*/ Activity NO. (I) 
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GENERAL EDUCATION 
Regular Education (K-12) | 1 10 

Comnlty School* 
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TOTAL, Column I 
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Legalisation Assistance 
Grants (SLIAG) 
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Discretionary Grants 
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All Other Federal Projtots 
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Evaluation Program 
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Dropout Prevention and 
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Nentor Teacher Prograe 


1 353 
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1351 




FQfAl , Colunn 2 


All Local Projects 


1368 






4oi 







WORKSHEET 12c •««•«• 

DETERMINATION OF AOJUSiHEHTS TO SPECIAL PROJECTS OOtWR-AUTHORIIEO CHARGES (J-510) 
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INST PROGRAMS PROGRAMS Column 2 
(Norkshemt 2b (Worksheet 2a ENTRY 
A t EOP Column 2) Row 3) (Col WCol 2) 

Prom/em/Actlvlty NO. (I) (2) (3) 
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Job Training Partnership Act |29S 
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EOA # Head Start 



1 342 
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NOTEj Tha total of Column 3 plus the total of Column 6 must net 



to lero 



ERIC £ 



,,IMI COMBINE INFORMATION IN WORKSHEET 2a AND WORKSHEET 2b 

I««3XJ««l«« S ««« S «« a «« B c aS ««« S ,« 335lasSgI „ IS „„ 
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Special Projects Adalnlitrat , n|398 


Yiiiiiinmii 






County Office Administration |400 


Tiiiiiiiiiiiii 






Centralized Data Processing |402 


iiiiiiiuiiiii 
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(Worksheet 2b (Worksheet 2a ENTRY 
lk M t EOP Coluan 2) Row 3) (Col UCol 2) 

ProQrat/Actlvity NO. (I) (2) (3) 

XX33XXXSXXXXXXX3XX3XX338XS83?S333t3833t 833338833888888*883338888833333333333X38 



9 

ERIC 



• 



COMBINE INFORMATION IN WORKSHEET 2i ANO WORKSHEET 2b 

3XS83333S38S338S388X333XXXXXXXXXXaX888X3XaXXXXX«88388888888 XX 173 X3 I 1 I Zlli !l z S XKXSXXXSUf 33838 

ADJUSTMENTS ADJUSTMENTS TO TOTAL 
FROM SUPPORT/OTHER J-S80, 
INST PROGRAMS PROGRAMS Coluen 2 
Worksheet 2b (Worksheet 2a ENTRY 
Q ik >. lfc SJP Coluen I) 7ota1s) (Col IKot $) 

Proflrw/Actlvlty NO, (4) (5) (I) 

3383338388883833338888X8888888838X3833333838333883 3333338888833X33333888883333333 



IPPORT SERVICES PROGRAMS 
Plant Operations |||Q 


////////////// 






Pupil Transportation |415 


////////////// 






CoMunity Services 1 450 
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////////////// 
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8388888883838888X3333888883388933888888888888 
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FTE FACTOR (Fro* Worksheet 
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7777777777/ 


7/7/7/7/77/ 


7777/7/7/7/ 


7777777777/ 


"i77u77777i 








7777/7/7/7/ 


7777/7/7/7/ 


7/7/7/7/77/ 


777/7777/7/ 






IIIIIIIIIUII 


mm/mm 


iiimmim 


mmimm 


iiiiiiiiiiiii 


*l 


*l 


A| 


Ulllllllllll 


///////////// 


77777/777777/ 


A| 


Col. 5, EOP 379 


ssssxxixksxxxsxssxxsssxxssxcsbssssb 

Pupil Sarvlcof* |3<?4 


7/7/7/1/7/ '7/ 

sxxxaxsaxaaaa 

///////////' 


IIIIIIIIIUII 

aaftsaaaaxxaxs 

IIIIIIIIIUII 


IIIIIIIIIUII 

8338232223223 

IIIIIIIIIUII 


777777777777/ 

2223X222XKXX3 

lllllllllllll 


iiiiiiimm 

283X222222288 

lllllllllllll 


*l 

2222883333353 

lllllllllllll 


A! 

933S38te288S:8 

lllllllllllll 


M 

2223333382333 

lllllllllllll 


iiiiiiiiiiiii 

282222222X222 

lllllllllllll 


iiiiiiiiiiiii 

22X3222222222 

0| 


iiiiiiiiiiiii 

22X2827222322 

mmimm 


A| 

3222223823222 


Col. 5, EOP 381 

22X222222238222 

Col. 1, EOP 394 


ALLOCATION FACIOR 


777777/777/ 


7777777777/ 


7777777777/ 


7777777777/ 


7777777777/ 








7777777777/ 


777777/777/ 


7777777777/ 


luuiiiii'i 




istfsissxasaxgxascsaaasaaaxas&scaaa 

Spacfal Education Asstment 1 396 
Costs 


77777/77/7/7/ 

xaaxxsaxxaaxa 

////////(//// 


imiiimm 

enaaaaaxiaaaa 

//mm///// 


miiimim 

8383888X82888 

mmimm 


//' ''//// 

XX. JdtfllSS 

m/m////// 


IIIIIIIUIIII 

8883888838388 

lllllllllllll 


*l 

8822323383338 

lllllllllllll 


AI 

8838883838383 

tJJJJJJjmjl 


A| 

8X88883388888 

IIIIIIIIIUII 


miiimim 

3288888882222 

iijjmmuj 


iiiiiiiiiiiii 

22223222X2222 

0| 


///iin/nii/ 

3838318381383 

IJJJJJJjJJfll 


A| 

2222222222883 

01 


Col. S, EOP 394 

238828222222322 

Col. I, EOP ?96 


ALLOCATION FACTOR 


"7/7/77777/ 


"777777/77 


"777/77/777 


"7777777777/ 


"7777777777/ 


""7777777777/ 


"77777/77/7/ 


"7777777/77/ 


~~j]jw7/77/ 


"7777/7/7/7/ 


"7777777777/ 


"7777777777/ 




2822 2222228222**2 2223X82XXX 3323 XJX 

General Administration | 399 


777777777777/ 

3282X2332832." 

IIIIIIIIIUII 


777777/777/7/ 

axxaaxaxaaais 

lllllllllllll 


mmmmivmimiim 

38 3X33 3 33 S3 33 2 222 28 8S22 22 S3 

IIIIIIIIIIIIIWIIIIIIIIIII 


777777777777/ 

3X23322822222 

lllllllllllll 


77777777/777/ 

32X2228838X38 

lllllllllllll 


77777777/7/7/ 

3388882X32838 

lllllllllllll 


777777777777/ 

233X222222232 

IIIII//I//IU 


77777/7777/7/ 

8888822222222 

lllllllllllll 


77777777/777/ 

2822222822X22 


7777777/7777/ 

22-22XXXX2222 

lllllllllllll 


7777777777'/ 

22822223222X2 


N<* Entry 

33382222222X222 

Col. 4, EOP 399 


ALLOCATION FACIOR 


7777/7/7/7/ 


77/7777777/ 


iimiiim 


minimi 


7777777777/ 








7777777/77/ 


7777777/77/ 


7777777777/ 


77777/7777/ 





\iiiiiiiiiiiii\iiiiiiiiiiiii\iiiiiii/iiiii\iiiuiiiiiiii\uiimium\k\ ai ai \iuuu/ju/\uiuuuuu\/uuu77777/U\ cTTmmm 

/////////// I II II II I III 1 



A (AMocited) 



1*1 1*1- 



•1*1 



■1*1 1*1" 



■1*1- 



"1*1- 



"1*1 1*1" 



-1*1 " 
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ERLC 



• ••••• WORKSHEET II 1333-19 p aM 7 

0ISWI8UTI0N Of DIRECT SUPPORT COSTS - Documented end Allocated (J-580) (Revised 4/84 

3333S3»333S33333333337?333333333333333sssS33SS833S333S3S »»»«a» a ««33iiis»ia»a*issasi3*ai»aiii»3sii»»saiiissii3isia3issiraois»iiiis3aaii 

, t . , t _ . , . Special Facilities Centralized 

™ l««tructlon«1 Instructional School Pupil Project Plant Plant (rents & Pupil Oata food 

fl i4 fcJ . fc £7 "K" *»{ n Services Adaln Maintenance Operations leases) Transportation Processing Services fOTALS J-580 

Prograe/Activlty HO. (I) (2) (3) (4) (5) (I) (?) (I) T«) (10) (II) (12) EN fRY LINE 

iiiiiii:iniiin ™«"«"«"»«»«»»»»»«""»«««»"-«^^ 



comuaUv Sarvktt \mi/t////////t/\/ttlttltllttl\lllltllllllll\ll///l//////t\l///tU 


a 


0| 


0| 


Col. 4, EOP 4501 


ALLOCATION FACTOR 


/////////// 


/////////// 


minimi 


/////////// 


/////////// 








iii mum 


minimi 


7777/7/7/7/ 


7777777/77/ 




sx 233 sx 3 ss^xxxx 3 3x2x33x3x2 33 ssixix 

Food Services |4Sf 


11111/1111111 

3838883888833 

///////////// 


///////////// 

2888833388838 

///////////// 


i777i77i7777i 

8838838888888 

iiiiiiiiiiiii 


iimiimiu 

ir 33888X33338 

,111111111111 


IIIIIIIIIIIII 

SS8888S8S3SS8 

IIIIIIIIIIIII 


33388333S223S 

0| 


*l 

3833828332828 

0| 


*l 

3338838288833 

IIIIIIIIIIIII 


iiiiiiiiiiiii 

8888888838238 

IIIIIIIIIIIII 


iiiiiiiiiiiii 

38SS33338SS3S 

01 


mmmmi 

33333X3333333 

IIIIIIIIIIIII 


*i 

8333333233333 

0| 


Col. S, EOP 450 

X882S8S3S333S3X 

Col EOP 456 


ALLOCATION FACTOR 


7/7/77/7/7/ 


7/7/7/7/7/'/ 


7/777/77/7/ 


llllll'llil'l 


7777777777/ 








77/7777777/ 


/////////// 


7/77/7/7/7/ 


777/777/77/ 




■■xaaisszsaxsxszasxiassxzxszxasaix 

Chliu Development Activities |458 


UUIIIIIIIII 

X33S3333S83X3 

0| 


UUIIIIIIIII 

8833383883333 

llllllllllll! 


iiiiiiiiiiiii 

88838X8888888 


IIIIIIIIIIIII 

33883X3388338 

0| 


iiiiiiiiiiiii 

3333X33833338 

IIIIIIIIIIIII 


*l 

38883888388X3 

.'llllllllllll 


*l 

8888333333833 

IIIIIIIIIIIII 


*l 

22283883-8338 

IIIIIIIIIIIII 


iiiiimiuu 

3338288333233 

0| 


IIIIIIIIIIIII 

332328X832223 

0| 


imiiuimi 

3333283283333 

0| 


*i 

3383333333323 

0| 


Col. 5, EOP 456 

38X338X28233X33 

Col. 4, EOP 459 


At LOCATION FACTOR 










77/7/7/7/7/ 








II III II, , 


/////////// 


/////////// 


7777/77/77/ 




isaasax8axzazizxa«z3z33 3SS«2 3zz3ix 

Nonagency Activities, |4S1 
Educational 


*l 

3883X33X32383 

01 


*! 

8388883888223 

UUIIIIIIIII 


M 

333323333X332 

t»l 


A| 

3323838333322 

01 


7/77/7/77/77/ 

3383832238388 

D| 


*i 

88X3333338833 

0| 


*l 

3333X38383333 

0| 


*l 

2X33228333382 

0| 


IIIIIIIIIIIII 

3333233333333 

0| 


IIIIIIIIIIIII 

3323333333333 

0| 


IIIIIIIIIIIII 

3323338283332. 

0| 


*i 

3X4332X383322 

0| 


Col. 5, EOP 458 

338333323822223 

Col. 4, EOP 461 


ALLOCATION FACTOR 




















7/7/777777/ 


77777/7/77/ 


7/7777/7/7/ 




8333338 338333..-23332383S223333S3338 

Non*Qency Activities, 1 463 


*l 

XXX33X3X333X8 

0| 


A| 

332X3333X3X33 

///////////// 


*l 

883X882838X22 

01 


*l 

3233333233332 

01 


*l 

3X33323338333 

0| 


A' 

3 .2X32323333 

01 


*l 

3333223333323 

0| 


A| 

3X33334233383 

0| 


*l 

23X2333333232 

01 


iiiiiiiiiiiii 

3322233222833 

0| 


iiiiiiiiiiiii 

8323322333222 

0| 


*i a 

oi """ 


Col. 5, EOP 461 

323283333233533 

Co). 4, EOP 463 


ALLOCATION FACTOR 


















1 III) h! Ill 


777/7/7/77/ 


777/7/7/77/ 


77/77/7777/ 




1*1 1*1 1*1 1*1 1*1 *l *l *l ////////////////////////// 

83318833233333822X3332838333383882323333388333333833332888*33283333 33333333S333333a338Z333333333333333332332323X32XX32333XX33223X332233333S333S33332*33322323383333333 3333332223 

SUPPORT SERVICES Pn0G*AN5* s «»« s »« 32 ="=ss»»*««*«w 
Instructional A-iiln juration |)?S|/////////////|/////////^ 


/77/7/7/7/7//\7\ 

1322322222322222223322232 23 3 
:33383SS23333S322822SS2222S2: 

m ii milium 


Col. 5, EOP 463] 

1283 323533333333S 
13223232223223833 

Col. 4, EOP 3 IS | 


ALLOCATION FACTOR 


/////////// 


/////////// 


/////////// 


/////////// 


//////inn 


/////////// 


/////////// 


/////////// 


mmmii 


minimi 


77/77/7777/ 


777777/777/ 




338833333818383: 3232222332222232322238833322232328382222388882222283222 3323888*: .S83S83388S838388333888833n4888333S3883383833833233838S3a333383833838883SS3333&SS83X33338SS3SS383S33X--S3~3~3-3*-«3«---s--' 

InitractloMl Mil 1 330|/////////////|/////////////|/////////////|/////////////|////////////. ;///////////// ///////////// ///////////// ///////////// 10| |/////////////I0| 


Ho Eocry | 

.2332222322X33X31 

|Coi. 4, eop 


ALLOCATION FACTOR 


/////////// 


/////////// 


////////'// 


/////////// 


mmmii 


/////////// 


/////////// 


/////////// 


iiiuium 


/////////// 


77/7/7/7/7/ 


7/77777777/ 





\/IIIIIUIIII/\/l/lllllllll/\ll//ll///////\l///////l////\/////////l//l\llll/IIU No Entry 

aaaatla*taaaia*:ta»*t*at**aa«<r*a«aa:aaaaaaaaaaaaaaaaaaaaaa3aaaaaaaa3aaaaBBaaaaaaaaaaaa8aaaaaaaaa*xaaaaaaaaaaaaa*BaaaaBa* alas sissassaa lit ":::ii:ii::i3iilti::i:::i:n:::i:::-::i::i-i:--i --3 ---- ...... 

P*)t I SubtoUli: 0 (OocuMnUd) lllllllllll 

..... . „ 101 |0| 1 0 1 1 0| 1 0 1 1 0 1 |0| |D| |0| -|0| |0! I o i i 

M*11o«t*l) \ lllllllllll lllllllllll IIIIIUIIU 
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ERIC 



# 



436 



4 i) 7 




aORK'HEET 14 •»•»•» |«i g „|« . 

DISTRIBUTION OF DIRECT WPfORT COSTS - DocuMnttd and Altoc«t*d (J-S80) 1 

......«.......»»«,<»<.»».,..,>,,...,,,„,, „„„„„ „, a ,»,„ Mt ,„ M „ x „ MMtM1 „ ( s n«!»,»!!] 

ImtruetlflMl Ir.stmctlonal School Pupil P?5jtct Plan PUnt Pupil C " , £2 ,t,<l Foot 

Pro*r M /tet<vlty NO* '(')" ™) '(3)° "TlP Ml" ^W)™' '"'m™ 'Tr?' }r>ns %^ *Wl ^ »W 



SUPPORT SERVICES PROGRAMS (contlmitd 
School Administration |3IS 

ALLOCATION FACTOR 



Pupil SorvlcM 1 395 



2222523X3X3323333323.I22222222X3S55 32 
2232233 222382*3322X32223332 



ALLOCATION FACTOR 



3333X333333333333333333X32 22222222 

Special Projects Adiln | 398 



/////////// /////////// /////////// /////"////// /w/////// * /////////// 



ALLOCATION FACTOR 



3222 323 XX 2333553 5555333 3333 333333= 

Plant Nalntenanct |40S 



ALLOCATION FACTOR 



///////////// 

3333333338333 

[tJJJJJJIJJJJ 

'"mimifii 
7/7/7/7/7/7/'/ 

3333333333333 

///////////// 

'7/7/7/77/7/ 



1 1 III II 1 1 III I III llll III I II 



38 332523 5 333 533&«5 2 £552535 3 5228 333 



Plant Operations 



3333333333333 

lllllllllllll 

''7777777777/ 
7777777/7/77/ 

333333=333333 

|«I0 Ill/Ill III I II 



lllllllllllll 

88X8888338883 

///////////// 

7777/777/7/7/ 

3338383333333 

lllllllllllll 

7777777777/ 



iiiiiiiiiini 

8338288X88833 

lllllllllllll 



lllllllllllll 

88X33833X3883 

lllllllllllll 



minimi iiimimi 



imiimim ii milium 



3338X3S33X8XX 



lllllllllllll 

8338888338333 



ALLOCATION FACTOR 



33 S3 5 3 2 5 3 33 33 1 3 3 3 33 it 2 33 3333333333 

Pupil Transportation |4I5 



3333333333333 

,_//////////// 

"7777777777/ 
777ii7777777/ 

SS3SSS3SSS38X 

lllllllllllll 



minimi 



imiimim 

88832X3383333 



lllllllllllll lllllllllllll lllllllllllll 



/////////// 



minimi 



3X8X8X8X88X38 



lllllllllllll lllllllllllll 



83X3AT8328X3S 



minimi 



immiimi 

8888833X8X283 



lllllllllllll lllllllllllll lllllllllllll lllllllllllll 



lllllllllllll 

3333333353333 

lllllllllllll 



ALLOCATION FACTOR /////////// 



/////////// /////////// 



////////////////////////// 

3338338883833; 3332 333333338 

"7777777777r"7i77777777i 



333333338X333 

lllllllllllll 



minimi iiimimi 



milium 



immiimi 

8888888888838 



lllllllllllll lllllllllllll 



8388833388383 



lllllllllllll 

3333333333383 



lllllllllllll 

3333335333353 

miimiim 
7777/77/77/ 



iimmm 
777777777777/ 

=3333333333X3 

lllllllllllll 

"7/7/7/77/7/ 



//ill/mi/// 

338X333333333 



lllllllllllll lllllllllllll lllllllllllll 



lllllllllllll 

3888883883888 

///////////// 
''77777/7/77/ 

7777777777/7/ 

3333388888383 



/////////// 



/////////// 



3X3333S83S3 



8338838838358 



///////mm miimiim 



iiimmmi imiimim imimmii 

83388333X3388 388883383323 3 333333333338X 

lllllllllllll lllllllllllll lllllllllllll 



minimi 



mmmiiii miiiimiii 

8838338883338 33 

IJJJJJIIJIIJI 0| 

'"77777/77/7/ 



imimmii mimimii a mimim 



minimi mmum 



JIIIIUIIU 

7/7777/77777/ 

8333888333833 

iiiiiiiiiiiii iiiiiiiiiiiii mi, mil ii 



miimiiiii 

2333533335333 

lllllllllllll 

"7777777777/ 



mmum 



JJJJJJJJJJJ. . I J ,, J , JJ I J I 
"77/7/77i7/77/ 7777777/7/77/ 



3S3S333S3S333 

lllllllllllll 

'77777/7777/ 



IIIIIUIIII 



8388333333833 



lllllllllllll lllllllllllll lllllllllllll 



milium 



33333X3383333 



332333335335 



///////////// 

338X338353383 35 5 3333333553 553331333532; 

///////////// lllllllllllll lllllllllllll lllllllllllll 

"7777/77777/ 



milium 



8333883333333 

lllllllllllll 0| 

"7777/77777/ 



3833835383833 

01 

"7777/77777/ 



miiimim 

8883333338333 

mjmmm 
"777777/777/ 



mil mm ii iiiiiiiiiiiii 

3532383333333 



/////////// 



lllllllllllll lllllllllllll 

8333323333323 5 5 5 23 335 3323 3 

lllllllllllll 0| 



JJJJJJJIII] 

77777777/777/ 

23335331 55333 

lllllllllllll 0| 

"7777777777/ 



IIIIIUIIII 



iiiimmm 

33-.25333S333 



IIIIIUIIII 



3888353358333 

///////////// 

"77/777/7/7/ 
777777777777/ 

3333333333333 

///////////// 
""/'/'/'/'/'/'/'I'l'l'l 

777777777777/ 

3338333333333 

mm/////// 
'"7777/7777/ 
777777/77/77/ 

3333333333535 

lllllllllllll 

777777/777/ 



53333333 3333 3333333 3353333 5 



I///7/W'//// //^ | a f \777777777777\777777777777k777i77777777\X\ 



lllllllllllll 
3353X33333533 

01 

"77777777/ " 
77777777777/1 

3X33735333523 

01 

""777777/7/7/ 
7777777/7777/ 

33S83823S3323 

0| 

Juuui'm 
77777/777777/ 

3332223322232 

0| 

7777/77777/ 
777777777777/ 

777i77i777i 



No Entry 

XtSlIOISlIllII! 

Col. 4, EOP j95 



No Entry 

323338323333332 

CoK I, EOP 39a 



No Entry 

33338335353X355 

Col. 4, EOP 405 



No Entry 

3332:335553X33= 

Col. 4, EOP 410 



No Entry 

333333338231328 

Col. 4, EOP 415 



"aIi'SIK 



ALLOCATION 



? 733333335555 S3 S3 S3 5 

OHlli) 0EVEL0PH6NT FUNO 
Child Oevelopnent Fund 



i////;//;;;;;;io;"""""""ic 0 r ! rEo;";" 

FA,:r0R |..^^^/^ / /|..^ / / /////// i iiiimiiii mimim miiiiuif 7/7/7/7/77/ 77/7/7/7/7^ I 

" jnd |4 .?!|°i |°i 1/////////////J01 ioi jr " ' ^ 

C,0R EE, ! . ' " \ "/'/7i77777it '77iul7777r'777777777i7 1 



ALLOCATION FACTOR 

1*1 1*1 | A| | A } | ///////////// U 1 III 

333333313333X3333333333333533 5.33 2 IX X = 22 2 3 3 53 3 = 3 .3 3 3 3 3 X 3 533333 X 3353 3 3 3333 355 2 23 2 2 2 23 2535 33 333 3 3 3 33 3 5 3 3 3 i 8 i X 3 X 35 33 3 52 3 1 3 U 3 3 , - 

P^e 8 Subtotals: 0 (Oocumiu. IIIIIUIIII IIIIIUIIII 

in m U1 , , iiiiiiiiur ' ' 



A (Allocated) 



33383«22t83S33533==*S333S25S3t3338332S=S523S3323253535 



22X583383X2323323233333233X222222282222222223323222222222232322332*82228328X33 



1*1 1*1 \IIIIIIIIIIIII\IIIIUIUIIII A| Col. 5, EOP W 

• ..«j=ii:ii3siiiijjSjsisis:siiis J s-s;.-,3 3 jjj,. 33l ,. J1 j Ss i 3 J.. 3 .... 1!:J ^ JJ . 3 .. slJJ . 

--ioi ,o, ,o, ,o,^%, , 

'///////////'///////////' 1 1 



333X32228 233222^2 2233332823 53= 5355 -23 533 3 3s--a 2223 S3 3 



53535333353 



0 

ERIC 
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43S 



9918-19 



•••••• MORHSHEE T ft 4 

OlSTAieUTION OF OIRECT SUPPORT COSTS - Oocueented and Allocated (J-580) 

■"«■■•■■»»■«■"»"»«»«■"■■■«■■«■■•»«" 4/89) 

Instructional Instructional School Pupil P?J)kc p\ M p\ M 'EjJJJ'f Puoll Ct0 ^? ,1, * d fn ^ 

Proflrw/ActWIty NO *?!)" "(j) 1 Sir ffi" * ,n $* n " ^rations leases) Tran»po?ut<on Proc«s1n 9 Services TOTALS J~5t0 



Page 9 



2883333233 



(10) 



(it) 



(12) ENTRY LINE 



TOWIS TO 8E 0ISTRI8UTE0: 
flow I -I Subtotals: 0 (Oocueented) 
J-560 Entry line (Enter as a 



Mptim \U«$$Xmi, tw]'"wm " ! '"eoTm" 1 '"eopTss" 1 '"eop'iH"" 1 '"eop 'iij'" 1 'TomoT 1 '"bmiT 1 '"eop'cm" 1 w*4U H '"eomuT 1 '"Iomw"" 1 1 

Paan 1-1 Sjbtotsls: A (allocated) 

J-SIO Entry line (Enter as a I I I 

Negative aaount In CoTum 5, EDP:) EOP 3TC 



IIIIIIIIIII 



1 1 - ; , ... . , , , . . .milium minimi 

EOP 310 ' ■ EOP 316 " 1 £0P 393 EOP 391 1 EOP 406 1 1 EDP 411 ' t0P~488 '"eDp'iT" 1 '"eoT 4«""' loMsT" 1 



•I I" 



•I I- 



SUPPORT SERVICES PROGRAMS - RESI0UAls33>33>3aasss«sssnsi;iii2 lslX ss SSS3vassss ^ 3SSS31S3iaa ^ 9a9ssssas zsss mssllM „„ 

ALLOCATiON FACTOR /////////// ,„„/„„/ ,„„„„„ t , f,, ffiff, uTliiiirf > I 'ligl/a 1 



aaxxxxxxaxxxxssxxsxxxxxxxxsxxxxxxs 

Centralized Data Processing 1102 
(Residual) * 

ALLOCATION FACTOR 



883 3333323332313 332222212332232X22 

Plant Maintenance 1405 
(Residual) ' — 

ALLOCATION FACTOR 



38 8 83X3338832833838333338333333333 

Plant Operations 1410 
(Residual) 

ALLOCATION FACTOR 



immimii 

£333333333333 

///////////// 
"u'i/UU'iil 

iimiiiiiiii 

3X333333333X3 

Ulllllllllll 

iiiiiiiiiiiii 

322X232 XX3XXX 

lllllllllllll 



Page 9 Subtotals: 0 (Oocueented) 



minimi 
iiiiiiiiiiiii 

XX3S33338SSS8 

minimi 



iiiiiiiiiiiii 

SS283333SS33S 

lllllllllllll 

\ iiiiiiiiiii 
iiiiiiiiiiiii 

83*8X93238333 

lllllllllllll 

"iiiiiimii 
Tiiiiiimiii 

838X338333338 

lllllllllllll 

'iiiiiiiiiii 



iiiiiiiiiiiii 

3S333333SSS3X 

lllllllllllll 
"jMtjjjjfjj 

iiiiiiiiiiiii 

3333333XX33XX 

imiimiiu 



iiiiiiiiiiiii 

1XXXX8XXXXXX3 

iiiiiiiiiiiii 
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APPENDIX N: 

STATE DEPARTMENT OF EDUCATION INSTRUCTIONS 
SPECIAL EDUCATION J-380-SE/J-580-SE 
ANNUAL PROGRAM COST DATA SUPPLEMENTAL INFORMATION I 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN HE 
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FORM J-380-SE/J-580-SE/J-780-SE: ANNUAL PROGRAM COST DATA REPORT 
SUPPLEMENTAL INFORMATION REPORT— SPECIAL EDUCATION PROGRAMS 



INSTRUCTIONS 

All Special Education Master Plan costs reported on Forms 
J-380/J-580/J-780 are also displayed on the 
J-380-SE/J-580-SE/J-780-SE Supplemental Report. This 
.supplemental report provides for distributing these costs to the 
following program settings (where appropriate) : 

Severely Handicapped Programs 
Non-Severely Handicapped Programs 
Infant Programs 

Only designated Special Education program costs are distributed 
to the above setting. These designated programs are: 

Special Day Classes 

Resource Specialists 

Designated Instruction and Services 

Nonpublic Schools 

PROCEDURES 

The following instructions utilize a sample school district as a 
guide for school district and county offices in the preparation 
of this report. In the sample school district, costs were 
reported on Form J-380 for the following Special Education 
programs : 

1. Special Day Classes 

2. Resource Specialists 

3. Designated Instruction and Services 

4. Assessment Costs 

5. Special Education Transportation 

Note: The methods for completing the J-380-SE are also 
applicable to completing the J-580-SE and the J-780-SE. 



STEP l: COMPLETE WORKSHEET SE - DEVELOPMENT OF COST DISTRIBUTION 
FACTORS AND DISTRIBUTION OF COSTS 

The first step in completing the Supplemental Report is to 
prepare Worksheet SE. This worksheet is used to develop the cost 
distribution factors and to distribute the Special Education 
program costs to the various settings. 



SE Instructions - 1 - Rev. 4/89 

5JS 



A. DETERMINE AND ENTER THE COST DISTRIBUTION FACTORS FOR EACH 
PROGRAM SETTING 



The cost distribution factors are used to distribute 
program costs to various settings. These setting are 
defined in the California School Accounting Manual as 
follows: 

Severely Handicapped programs are direct instructional 
services provided in accordance with Education Code 
Section 56030.5 for individuals with exceptional need 
who require intensive instruction and training in 
programs serving pupils with the following profound 
disabilities: autism, blindness, deafness, severe 
orthopedic impairments, serious emotional disturbances, 
severe mental retardation, and those individuals who 
would have been eligible for enrollment in a development 
center for handicapped pupils. 

Non-Severelv Hand icapped programs are provided for all 
other individuals with exceptional needs receiving 
special education services. 

Infant programs are direct instructional services 
provided in accordance with Education Code Section 
56026(1) for individuals with exceptional needs younger 
than three years of age placed pursuant to an IEP. 

The distribution factors are developed for each of the 
Special Education programs to be distributed and are based 
on the following: 

Special Day Class Program 

The basis for this program's factors is the 
full-time-equivalent teachers in each of the settings. 
Refer to the J-380 Worksheet #1, "Development of Direct 
Support Cost Allocation Factors," for the total FTE 
teachers in this program. 

For the Supplemental Report, the determinations of 
Severely Handicapped and Non-Severely Handicapped 
Classes is the same as specified for Form J-50 "Special 
Education Entitlement." (Please refer to page 14 for a 
copy of the Form J-50 definitions.) Special Day Classes 
with both Severely Handicapped and Non-Severely 
Handicapped students should be reported in the category 
most appropriate for the majority of the students in the 
class. 
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Resource Specialist Program 

The basis for this program's factors is the number of 
hours spent by Resource Specialists with students in 
each setting. 

During the first wee k of December and April of each 
fiscal year, each Resource Specialist must keep a 
record of the total hours spent with students in 
Severely Handicapped, Non-Severely Handicapped, and 
Infant settings. The hours must be identified to 
each setting. 

Hours spent with groups of students should be 
reported to the setting most appropriate for the 
majority of the students in the group. For hours 
spent with groups of approximately the same number of 
students from each setting, report one-half of the 
total hours to each setting. 

Report hours to the nearest quarter hour. 

Report only time spent providing Resource Specialist 
to students. 

Designated Instruction and Services Program 

The basis for this program's factors is the number of 
hours spent by DIS staff with students in each setting. 

During the first week of December and April of each 
fiscal year, each DIS staff employee must keep a 
record of the total hours spent with students in 
Severely Handicapped, Non-Severely Handicapped, and 
Infant settings. The hours must be identified to 
each setting. 

Hours spent with groups of students should be 
reported to the setting most appropriate for the 
majority of the students in the group. For hours 
spent with groups of approximately the same number of 
students from each setting, report one-half of the 
total hours to each category. 

Report hours to the nearest quarter hour. 

Report only time spent providing Designated 
Instruction and Designated Services to students. 
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Nonpublic School Program 



The basis for this program's factors is the number of 
students in each of the settings enrolled in a nonpublic 
school during the fiscal year. 

For the sample district, the following entries were made 
on Worksheet SE. Please refer to pages 15 and 16 for the 
completed sample Worksheet SE. 

SPECIAL DAY CLASS COST DISTRIBUTION FACTORS 

The sample district operates a total of five (5) Special 
Day Classes and employs a total of five (5) 
full-time-equivalent teachers. This information agrees 
with the FTE reported in Column 1, EDP 200, of the J-380 
Worksheet #1, "Development of Direct Support Cost 
Allocation Factors." (Please refer to page 17 for the 
sample J-380 Worksheet #1.) The classes have been 
identified as follows: 

Severely Handicapped l Class/f .t.e. 

Non-Severely Handicapped 4 Classes/f .t.e. 

With this information, the FTE for Special Day class 
programs has been entered in Columns 1 through 4 of 
Worksheet SE. The total FTEs (factors) are 5. 

RES OURCE SPECIALIST COST DISTRIBUTION FACTORS 

The sample district employs a total of three (3) full-time 
Resource Specialists. From the information recorded by the 
Resource Specialists during the first week of December and 
the first week of April, the student hours were identified 
as follows: 

Non-Severely Handicapped 180 student hours 

Using this information, the student hours for Resource 
Specialist programs have been entered in Columns 1 through 
4 of Worksheet SE. The total student hours (factors) are 
180. Note that the hours reported are the sum of the hours 
accumulated during the first week of December and the first 
week of April. 

DESIGNATED INSTRUCTION AND SERVICES COST DISTRIBUTION 
fftCTOHS 

The sample district employs a total of 1.2 full-time- 
equivalent DIS staff. From the information recorded by the 
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DIS staff during the first week of December and the first 
week of April , the student hours were identified as 
follows? 

Severely Handicapped 30 student hours 

Non-Severely Handicapped 40 student hours 

Infant 2 student hours 

With this information, the student hours for DIS programs 
have been entered in Columns 1 through 4 of Worksheet SE. 
The total student hours (factors) are 72. Note that the 
hours reported are the sum of the hours accumulated 
during the first week of December and the first week of 
April . 

NON-PUBLIC SCHOOLS COST ALLOCATION FACTORS 

The sample district had no student enrolled in Nonpublic 
Schools during the fiscal year. 

B. ENTER THE SPECIAL EDUCATION MASTER PLAN COSTS FROM FORM 
J-380 

From the completed Form J-380, enter on Worksheet SE the 
direct costs and direct support costs to be distributed for 
each of the Special Education programs. 

For the sample district, the following entries were made on 
Worksheet SE. Please refer to pages 15 and 16 for the 
completed sample Worksheet SE. 

SPECIAL DAY CLASS 

Direct Costs 

From: J-380, Column ia, EDP No. 200 
To: Worksheet SE, Column 8, Line A 

Documented Direct Support Costs 

From: J-380, Column 4, EDP No. 200 
To: Worksheet SE, Column 12, Line A 

Allocated Direct Support Costs 

From: J-380, Column 5, EDP No. 200 
To: Worksheet SE, Column 16, Line A 

RESOURCE SPECIALIST 
Direct Costs 

From: J-380, Column la, EDP No. 210 
To: Worksheet SE, Column 8, Line A 
Documented Direct Support Costs 

From: J-380, Column 4, EDP No. 210 
To: Worksheet SE, Column 12, Line A 



$246,000 
8,290 
85,986 

$157,400 
4,974 
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Allocated Direct Support Costs 

From: J-380, Column 5, EDP No. 210 
To: Worksheet SE, Column 16, Line A 



47,431 



DESIGNATED INSTRUCTION AND SERVICES 
Direct Costs 

From: J-380, Column la, EDP NO. 220 $ 29,800 

To: Worksheet SE, Column 8, Line A 

Documented Direct Support Costs 

From: J-380, Column 4, EDP No. 220 1,989 
To: Worksheet SE, Column 12, Line A 

Allocated Direct Support Coses 

From: J-380, Column 5, EDP No. 220 17,854 
To: Worksheet SE, Column 16, Line A 



C. DISTRIBUTE THE PROGRAM COSTS TO THE VARICES SETTINGS 

Direct Costs, Documented Direct Support Costs, and 
Allocated Direct Support Costs of the Special Education 
programs are c istributed to the various program settings 
(severe, non-severe, and infant) by means of the following 
methods : 

1. Actual or Documented Costs 



Costs entered as actual or documented costs must be 
substantiated by appropriate records. This method may 
be used for Direct Costs and Documented Direct Support 
Costs only. 



2. Distribution of Costs 



Costs are entered according to Cost Distribution 
Factors. This method may be used for Direct Cost, 
Documented Direct Support Costs, and Allocated Direct 
Support Costs. 

When direct costs are entered, either of the two methods 
just mentioned may be used. However, all direct costs 
within the same program must be entered according to the 
same method . 

Documented direct support costs may be entered by using any 
combination of the above methods. 

Allocated direct support costs are entered by using the 
"Distribution of Costs" method only. 

For the sample district, the following entries were made 
on Worksheet SE. Please refer to pages 15 and 16 for the 
completed sample Worksheet SE. 
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SPECIAL DAY CLASS COST DISTRIBUTIONS 



Direct Costs 

The sample district identified and accounted for all direct 
costs of each of the Special Day Classes to each of the 
settings during the year. All costs were appropriately 
substantiated. From district accounting records, the 
direct cost were determined as follows: 

Total Direct Costs $246,000 

Severely Handicapped Costs 55,300 
Non-Severely Handicapped Costs 190,700 

Using this information, the sample district completed the 
following steps: 

1. Entered the actual direct costs of Special Day Classes 
by setting on Line B, Columns 5 through 7, of Worksheet 
SE. 

(Column 5, Line B = $ 55,300) 
(Column 6, Line B = 190,700) 

2. Added the amounts on Line B, Columns 5 through 7, and 
entered the result on Line B, Column 8. (The amount is 
$246,000.) 

3. In Column 8, subtracted Line B from Line A and entered 
the result in Line C. (The amount is zero. This 
indicates that no costs remain to be distributed. ) 

4. Entered zeros on Line F, Columns 5 through 8. 

5. Added the amounts in Column 5, Lines B and F, and 
entered the result in Column 5, Line G. (The amount is 
$55,300. ) 

Repeated this step for Columns 6, 7 and 8. 
Documented Direct Support Costs 

The sample district did not have separate identification of 
the documented direct support costs for the Special Day 
Classes to the various settings; therefore, these costs are 
distributed according to the " Distribution of Costs" 
method . 

On the basis of th.'s information, the sample district 
completed the following steps: 
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1. Entered zeros on Worksheet SE, Special Day class, Line 
B, Columns 9 through 12. 

2. In Column 12, subtracted Line B from Line A and entered 
the result in Line C. (The amount is $8,290.) 

3. Divided the amount in Column 12, Line C, by the "Total 
Factors" in Column 4, line D, and entered the result in 
Column 12, Line E. ($8,290/5 ■ $1,658) 

4. Multiplied the Unit Rate in Column 12, Line E, times the 
factors in Columns 1 through 3 and entered the results 
on Line F, Columns 9 through 11, for the appropriate 
settings. 

(Severely Handicapped: 1,658 x 1 = $1,658) 
(Non-Severely Handicapped: 1,658 x 4 = $6,632) 

5. Added the amounts on Line F, Columns 9 through 11, and 
entered the result on Line F, Column 12. (The amount is 
$8,290.) 

6. Added the amounts in Column 9, Lines B and F, and 
entered the result in Column 9, Line G. (The amount is 
$1,658.) 

Repeated this step for Columns 10, 11, and 12. 
Allocated Direct Support Costs; 

Allocated direct support costs are distributed using the 
"Distribution of Costs" method. 

On the basis of this information, the sample district 
completed the following steps: 

1. Entered a zero on Worksheet SE, Special Day Class, Line 
B, Column 16. 

2. In Column 16, subtracted Line B from Line A, and entered 
the result in Line C. (The amount is $85,986.) 

3. Divided the amount in Column 16, Line C, by the "Total 
Factors" in Column 4, Line D, and entered the result in 
Column 16, Line E. ($85,986/5 « $17,197.20) 

4. Multiplied the Unit Rate in Column 16, Line E, times the 
factors in Columns 1 through 3, and entered the results 
on Line F, Columns 13 through 15, for the appropriate 
settings. 

(Severely Handicapped: 17,197.20 x 1 = $17,197) 
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(Non-Severely Handicapped! 17,197.20 x 4 « $68,789) 

5. Added the amounts on Line F, Columns 13 through 15, and 
entered the result on Line F, Column 16. (The amount is 
$85,986.) 

6. Added the amounts in Column 13, Lines B and F, and 
entered the result in Column 13, Line G. (The amount is 
$17,197.) 

Repeated this step for Columns 14, 15, and 16. 



RESOURCE SPECIALIST CCST DISTRIBUTIONS 
Direct Costs 

The sample district did not have separate identification of 
the Resource Specialists to the various settings, and all 
costs were accumulated to one program. These costs are 
distributed using the "Distribution of Costs" method. 

On the basis of this information, the sample district 
completed the following steps: 

1. Entered zeros on Worksheet SE, Resource Specialist, Line 
B, Columns 5 through 8. 

2. In column 8, subtracted Line B from Line A and entered 
the result in Line C. (The amount is $157,400.) 

3. Divided the amount is Column 8, Line C, by the "Total 
Factors" in Column 4, Line D, and entered the result in 
Column 8, Line E. ($157,400/180 - $874.44) 

4. Multiplied the Unit Rate in Column 8, Line E, times the 
factors in Columns 1 through 3 and entered the result on 
Line F, Columns 5 through 7, for the appropriate 
settings. (Non-Severely Handicapped: 874.44 x 180 = 
$157,400) 

5. Added the amounts on Line F, Columns 5 through 7, and 
entered the result on Line F, Column 8. (The amount is 
$15", 400.) 

6. Added the amount in Column 5, Lines B and F, and entered 
the result in Column 5, Line G. (The amount is zero.) 

Repeated this step for Co?umns 6, 7 and 8. 
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Documented Direct Support Costs 



The sample district did not have separate identification of 
the documented direct support costs for the Resource 
Specialists to the various settings; therefore, these costs 
are distributed using the "Distribution of Costs" method. 

On the basis of this information, Uie sample district 
completed the following: 

Repeated the steps listed under Special Day Class, 
Documented Direct Support Costs. 

Allocated Direct Support Costs 

Allocated direct support costs are distributed according to 
the "Distribution of Costs" method. 

On the basis of this information, the sample district 
completed the following: 

Repeated the steps listed under Special Day Class, 
Allocated Direct Support Costs. 

DESIGNATED INSTRUCTION AND SERVICES COST DISTRIBUTION 

Direct Costs 

The sample district did not have separate identification of 
the Designated Instruction and Services to the various 
settings, and all costs were accumulated to one program. 
These costs are distributed according to the "Distribution 
of Costs" method. 

On the basis of this information, the sample district 
completed the following: 

Repeated the steps listed under Resource Specialist, 
Direct Costs. 

Documented Direct Support Costs 

The sample district did not have separate identification of 
the documented direct support costs for Designated 
Instruction and Services to the various settings; 
therefore, these costs are distributed according to the 
"Distribution of Costs" method. 

On the basis of this information, the sample district 
completed the following: 
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Repeated the steps liscdd under Special Day Class, 
Documented Direct Support Costs. 

Allocated Direct Support Costs 

Allocated direct support costs are distributed according to 
the "Distribution of Costs" method. 

On the basis o* this information, the sample district 
completed the following: 

Repeated the steps listed under Special Day Class, 
Allocated Direct Support Costs. 

STEP 2: TRANSFER THE DISTRIBUTED COSTS FROM WORKSHEET SE TO THE 
J-380-SE SUPPLEMENTAL REPORT FORM 

From the completed Worksheet SE, enter on the J-380-SE 
Supplemental Report the distributed costs for each Special 
Education program. (Note: Line H on Worksheet SE indicates the 
Column and Line of the J-380-SE Supplemental Report on which to 
enter the computed totals for each setting. 

For the sample district, the following entries were made on the 
J-380-SE Supplemental Report. Please refer to pages 15 and 16 
for the completed sample Worksheet SE. 

1. Transferred the totals for the Special Day Class program 
from Worksheet SE by entering the total reported on Line G 
for Column 5 of $55,300 to the J-380-SE Supplemental 
Report, Line EDP No. 710, Columns 1 and 3. This transfer 
was repeated for Columns 6 through 16. 

2. Transferred the totals for the Resource Specialist Program 
from Worksheet SE to the J-380-SE Supplemental Report by 
repeating the step listed above (for the Special Day Class 
program) . 

3. Transferred the totals for the Designated Instruction and 
Services Program from Worksheet SE to the J-380-SE 
Supplemental Report by repeating the step listed above (for 
the Special Day Class Program) . 

STEP 3: COMPLETION OF THE J-380-SL SUPPLEMENTAL REPORT 

The next step in completing the J-380-SE Supplemental Report is 
to enter from the J-380 Report those remaining Special Education 
Master Plan costs not distributed on Worksheet SE. 

From the completed Form J-380, enter the following Special 
Education costs on the J-380-SE Supplemental Report. 
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For the sample district, the following entries were made on Form 
J-380-SE. Please refer to page 18 for the completed sample Form 
J-380 and to pages 19, 20 and 21 for the completed sample 
J-380-SE. 

Total Special Education Costs 
Direct Costs 

From: J-380, Columns 1 & 3, EDP No. 260 $433,200 

To: J-380-SE, Columns 1 & 3, EDP No. 701 
Documented Direct Support Costs 

From: J-380, Column 4, EDP No. 260 91,446 

To: J-380-SE, Column 4, EDP No. 701 
Allocated Direct Support. Costs 

From: J-380, Column 5, EDP No. 260 151,271 

To: J-380-SE, Column 5, EDP No. 701 
Indirect Costs 

From: J-380, Column 7, EDP No. 260 87,630 

To: J-380-SE, Column 7, EDP No. 701 

Assessment Costs 

Documented Direct Support Costs 

From: J-380, Column 4, EDP No. 245 $ 53,293 

To: J-380-SE, Column 4, EDP No. 767 
Indirect Costs 

From: J-380, Column 7, EDP No. 245 6,909 

To: J-380-SE, Column 7, EDP No. 767 

Special Education Transportation 
Document Direct Support Costs 

From: J-380, Column 4, EDP No. 250 $ 22,900 

To: J-380-SE, Column 4, EDP No. 790 
Indirect Costs 

From: J-380, Column 7, EDP No. 250 2,969 
To: J-380-SE, Column 7, EDP No. 790 

Next, the following computations were completed on the J-380-SE 
Supplemental Report: 

1. Totaled columns 3, 4 and 5 of the J-380-SE Supplemental 
Report and entered the results in Column 6. 

2. Multiplied the Unrestricted Indirect Cost Rate (determined 
on Form J-380) times the amounts in Column 6 for each 
Special Education program distributed to the various 
settings. The results were entered in Column 7. (The 
Unrestricted Indirect Cost Rate determined for the sample 
district on Form J-380 is .129647.) 

3. Totaled Columns 6 and 7 and entered the results in Column 
8. 
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4. Totaled the amount on Line EDP 701 and line EDP 704, all 
columns, and entered the results onto Line EDP 707, all 
columns . 

5. Completed Section F. "Summary Totals" for Columns l through 
8. Added the amounts from the indicated lines and entered 
the results accordingly. 

Example: 

Severely Handicapped Summary, Column 1, EDP No. 770 

Column 1, Line Al = $ 55,300 

Column 1, Line Bl •■= -0- 

Column 1, Line CI = 12,147 

Column 1, Line Dl = -0- 

Column 1, Line Kl = -0- 

Total $ 67,717 

6. Completed Line EDP No. 800, "Total Special Education Costs 
Distributed." Added the amount from the indicated lines, 
and entered the results accordingly. 

7. Verified that the totals on Line EDP No. 800 agree with the 
totals on Line EDP No. 707. 

STEP 4: TRANSMITTAL OF THE J-380-SE SUPPLEMENTAL REPORT 

DISTRICTS ARE TO R"TAIN ONE COPY OF THIS WORKSHEET AND SUBMIT 
TWO COPIES TO THE COUNTY OFFICE OF EDUCATION. 

COUNTY OFFICES ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND 
SUBMIT ONE COPY TO THE STATE DEPARTMENT OF EDUCATION. 

JPAS ARE TO RETAIN ONE COPY OF THIS WORKSHEET AND SUBMIT TWO 
COPIES TO THE COUNTY OFFICE OF EDUCATION. 
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DEFINITIONS APPLICABLE TO TERMS USED ON THE J-50-SER1ES FORMS 



1. Special Education local Plan Area (SELPA) 

SELPA refers to the Special Education Local Plan Area. It may be composed of one agency or a group of agencies 
that submit a local plan. 

2. Administrative Unit (AU) 

AU refers to the Administrative Unit of the SELPA* it is any participating agency (district or county) which 
has been assigned by the SELPA to perform functions such as: (1) the receipt and distribution of regionalized 
service funds; (2) provision of administrative support; and (3) coordination of the implementation of the local 
plan. Education Code Section 56170(c)(2) creates the Administrative Unit, of which there is only one per SELPA. 
For example, if three districts join in a local plan, one of the districts must be assigned as the 
Administrative Unit, 

3. Severely Handicapped Instructional Personnel Service Units 

a. Special Dav Class (SDC) 

A special class with at least two-thirds of its enrollment composed of individuals with exceptional needs 
who require intensive instruction and training in programs serving pupils with the following profound 
disabilities: autism, blindness, deafness, severe orthopedic impairments, serious emotional disturbances, 
severe mental retardation, and those individuals who would have been eligible for enrollment in a 
development center for handicapped pupils. 



A special class with less than two-thirds of its enrollment composed of individuals with exceptional 
needs who require intensive instruction and training in programs serving pupils with the following 
profound disaoi 1 ities: autism, blindness, deafness, severe orthopedic impairments, serious emotional 
disturbances, severe mental retardation, and those individuals who would have been eligible for 
enrollment in a development center for handicapped pupils, which is differentiated from most special 
classes in that it requires extensive additional support. 

Additional support must be a requirement of the individualized education plan and must be extensively 
beyond those services provided to non-severe special day classes and could include (but not be limited 
to) services such as: 

(1) More than one aide for at least part of the day* 

(2) Special materials, equipment, and furniture to <neet the needs of the severely handicapped 
individuals in that class. 

(3) Additional psychological services to meet the needs of the severely handicapped individuals in the 
class. 

(4) f Jditional nursing or health services to meet the needs of the severely handicapped individuals in 



b. Resource Specialist Program (RSP) 

The requirement that all individuals with exceptional needs who are placed in the resource specialist 
program must spend the majority of their day in the regular school program precludes the possibility of a 
Resource Specialist ISP unit being classified as severally handicapped. However, this does not mean that 
blind children, orthof edically handicapped, etc, may not be served in the resource specialist program; it 
simply means that they would not meet the severely handicapped definition of profound blindness, etc. 



or 



the class. 
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HAHOICAPPED HANDICAPPED IHFAHT DIRECT HAN0ICAPPEO HANDICAPPED INFANT SUPPORT HAH01CAPPE0 HAH01CAPPE0 INFANT SUPPORT 

COSTS COSTS COSTS COSTS COSTS COSTS COSTS COSTS COSTS COSTS COSTS COSTS 

! (5) (B) (/) (B) (J) (ID) (11) (12) (13) (14) (15) (IB) ! 

■ i e ■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■<*••■•■•■■«•■■«■• e e ■■■■■■■•■■«••■■•■■•■••••■••■••>••■•■«••••■•■■■••■ 

23,800 \\llllUlllli\lllllllim\lllllllllll\ 1 .989 11,854 j 

I o"! o"! """•j™""Til !!r..".CZZI!!!!r.!!!!£ 

\''JJJJJJJJJJJJ^ 

I' tinirRate'-'coiuin »C 7 Coium 40 ] 413.83 ]| Unit Rete- Coium I2C 7 Column 40 j 27.83 {{ Unit Rete- Coluin I6C / Colunn 40 ] 247.9) j 

j iiTii?"} ioTssi" j aie'j i^Taoo'jj dm"; ijcTj is" J 7 t m\\ jijijj Jjij iijajj] 
J tiTiT?"} "liTsss" j aia'j io7ioo~i | M»"j ijioi ] »"| 1,439 1 "9,919 j 496 J" ij.iSi j 

Icolume l,3!colume ulcoluins l,3|coluins 1,3j!coluin 4, Jcoluin 4, {colunn 4, j Colunn 4, jjcoluin 5, jcoluin 5, ! Coluin 5, Jcolunn 5, 
EDP 734 ! EOP 737 ! EOP 740 ! EOF 743 EOP 734 j E0P 737 ! E0P 740 , EDP 743 EOP 734 \ E0P 737 \ E0P 740 \ E0P 743 ! 

(■■•••■•■•■■•■■■■■■■••■•(■■••■••■■■•■■■•■■■•■••■((■•••■••■•■^••■•■■•••■•■•■■•■•■■■■■••'■••'■•■••■•■■I I ••■»*•■«■•■••■«<»■••••»■•■•■•»••••■•••■•••■••••••« 

'///////////j///////////j///////////j 0 J i///////////J///////////J///////////J i\\lJlllllllll\lllllllllll\lJJIJIJIIJj\ _ o_| 

! i j j i| !*"" j ""!"* ! ! {{{{{{{{{{{ ! i {{{{{{{{^{ i ^ ! 
( 7///7777777 ! /7777'7/777 ! 77/77////// { 17! !//777777777[7777777777/|/^^ 

j Unit Rete- Colunn 8C 7 Coluin 40 j Jj Unit Rate- Coium I2C 7 Colunn 40 j J Unit Rate- Coluin I 6C 7 Coluin 40 [ 

i ~," "i i ii "> i i ii " < i i 

i i i i ii i i i n i i i i 

i *■" i i i n i i i n i i i i 

I I I I II I ! I II I I I I 

Icoluins l,3|Colums i,)!coluins ),3!coluins 1 ,3! jcolunn 4, ! Coluin 4, jcoluin 4, jcoluin 4, ! ! Colunn 5, jcoluin 5, Jcoluin 5, ! Coluin 5, J 
! EDP 740 EOP 749 ! EOP 752 ' EOP 755 !! EDP 745 \ EOP 749 \ EDP 752 ! EOP 755 !! EOP 748 ! EDP 749 | EOP 752 ! EOP 755 ! 
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1966-89 



(Revlsed'HoM 



NORKSHE E I I 1 

Of OIRECT SUPPORT COS! ALLOCATION FACTORS (J-360 

TOTAL FACTOR A , , FACTOR I , FACTOR C FACTOR 0 " TOTAL FACTOR E FACTOR F FACTOR 6 TOTAL FACTOR H TOTAL FACTOR I 

,r(IL. In*tructiontl Instructional Schoc-I Pupil CLASSROOH Plant Plant Fecilities PUPILS Pupil SPECIAL Special Special Projects 

cno ' S RS W A fi n s<r &" ,W] Haintananca Oparuiona (Rental, TRANSPORTED Transportation PROJECTS Projects Costs I f ron 3-380 ( 

I U { \\ fR ?!l Hi |C iSl' 6 U c lA lMS ?5l cu * ?' ! " » mHm AdnfnTstratfon Co uen 3| 

NO.. (I) (21 (?) 14] IS) (6) (?) (8) (9| (10) (II) (I2| (13) ( 14) 

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::;:: 

I::::::::::::::::::::::::::::::::::::::::::::::! !:::::::::::t:::i;5==;?r;-i •••••••••••••••••••••...) 

. ..!*:! L. 14,0 i 34,0 i 0,0 ! 



Pro9rai/Activit 

::::::::::::::: 
II 



'.::::::::::::::::: 

n (M2I : 1 10 



2"!*223S?223 

Alternative 



FACTORS EXCLUDED !////////////' 




Ulllllllllll o,o ; o.o ' 3«.o 

::::::::::: :::::::::: 

177777777777! ' ' 

■ a 



I 



:::!::::::::::::!:-,::::::::::;:::::::::;::!:::::::::::!:::::::-::;' 

: 1 1 2 ! 1 



FACTORS EXCLUDED 



:::::::::::::::::::::: 

Continuetion Education 




s::s:::::::s:::::::::::::::::::::: I::::::::::::::::::::::: :::::::::::::::::::::::::::::::::: 



ins 



FACTORS EXCLUDED //////////// 



I I 



Ulllllllllll 



0.0 

::: j :::::::::::: 



t:MS:ts:!:s:::*::::t:' 



:::::::::::;:::::::::::!::::::;::::!:::::::::::! 



J... 



1.0 

To 



i.o 
To' 



1.0 

To' 



:::::::::::::::;:::::::::::::::::::::::::::::: :::::::::::: [::::::::::: [::::::::::: 

Gifted end Telented |280 1.0 0.0 

Education — -- 

FACTORS EXCLUOED ///////.'//// 1.0 
:::::::::::: :::::::::::::2s::::::: ! ':::;::::::::[ ::::::::::::! :::;:::::::! :::::;:::::] 

Intt9fition/0«3ejfigition ill? 

Profit — 

FACTORS EXCLUDED //////////// 
222222222222: :::::::::::::::::::::!::::::::::::' :::::::::::: !:::::::::::: j ::::::::::: j -,::::::::::] 

IndtpinJiflt Study Centtrt |II9| I I I I ! 



!///////////! 

!:::::::::::!::::::::::: ! ::::::::::: ! 



!////////////, 

!::::::::::::':::::::::::: 



//////////// 

::::::::::::::::::;::::: 



/I 



I 



FACTORS EXCLUDED ////////////, 
::::2::::::::::::::::::::::::::s:s :::::::::::: |s::: 

Opportunity Schoolt/Projfus tt20i 



FACTORS EXCLUOEO '////////////! j 
2:::: ::::::::::::::::::::::::::::: !:::r::::s:::! :::::::::::: | ::::::::::: J ::::::::::: | 

ROC/P 1121 



I 



V 



I 



.1. 



I 



FACTORS EXCLUDED Ulllllllllll 
::::::::::: :::::::::::::::::::::::;::::::::::::;:::::::::::: I:;::::.-.-::::;::::::::::: 



Sped lined Secondary Schools : 1 22 j j' 

factors excluded"! 777/777777/7 ! 

22222222 

SUBTOTAL, GENERAL EDUCATION 35.0 



I 



I 



Subtotal, Fectore Excluded '777/7/777/7/' 



20.0 
15.0 



3S.0 



35.0 



35.0 

"To" 



0.0 0.0 

I:::::::::::::::::::::::::::::::::::':::::::::::: j ::::::: :::::: :::::: J ::::::::::: ] 

::::::::::::::::::'::::;::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 
1200} 5.0 ! 0.0 ! 5.0 



SP lp«c\a l°Oay T Cl'ass 



FACTORS EXCLUDED 

::::::::::::::::::::::::::::::::::!:::::: 

Resource Special ist 1210 



5.0 



I 



0.0 



::::!::::::::::::!:::::::::::: 
3.0 0.0 0.0 



FACTORS EXCLUDED 



:::::::.':::•-:::::::::::::::::::::: 



j 5.0 


5.0 J 


! o.o 


0.0 ! 


J::::::::::: 


:::::;::::: 


j 3.0 


3.0 { 



illinium 

::::::::::::! 



3.0 3.0 
:;::::::::::!:::::::::::: 



0.0 

::::::::::: 



0.0 



!/////////// 

2222222222: 
1 


0.0 

::::::::::: 


0.0 > 1.0 < 
::::::::::: 

,...1 1 


iiiiiiiiiiiiI o.o ! 

::::::::::::j :::::::::::: 
1 1 


j/////////// 
1 ::::::::::: 

1 




::::::::::: 



! I 
::::::::::: j ::::::::::: j 

1 1 


////////////! j 

i i 

i i 


!/////////// 

j::::::::::: 
1 


::::::::::: 


1 1 

::::::::::: 

1 1 


iiiiiiiiiiiiI j 

2:2:2:2 22222 222:22:22:22 
1 1 


j/////////// 
j::::::::::: 




::::::::::: 


1 1 
::::::::::: j:::::::::;:J 

1 1 


////////////j j 
1 1 


177777777777 

2222:22:2:2 

1 




::::::::::: 



1 1 

::::::::::: j ::::::::::: j 

1 1 


i i 


!/////////// 

!::::::::::: 
35.0 

1 


::::::::::: 
35.0 

_ 


1 1 
j :::::: 
35.0 u.O M 

1 1 \ 


Ulllllllllll j 

:::::::::;:::::::::::::: 
415.0 415.0 


'///////////' 0.0 ' 0.0 ' 35.0 '»» 
::::::::::: j ::::::::::: J ::::::::::: J ::::::::::: 
!:::::::::::::::::::::::::::::::::::::::::::::::' 

5.o ; 5.0 ; 5.0 ; o.o { 


////////////' 0,0 ' 
:::::::::::: | :::::::::::: J 

:::::::::::::::::::::::::[ 

iiuniiiiu\iiiiiiiiiui\ 


!/////////// 

'22:22:22::: 

!.. 


o.o ! 

::::::::::: 
3.0 


0.0 | 5.0 | !////////////'////////////' 
3.0 j 0.0 j \llllllllllll\llllllllllll\ 



Miimii\iiiiiniiiii 

mwt" '"" 



::::::::::::::::::::: 

/////////|/_/////////// 
7777777771777777777777 

;::::::::!:::::::::::: 

///////// | //////////// 
777777777 j/77777777777 

:::::::::! 

Illllllllllllllllllll! 



///////////////////// 

:::::::::!:::::::::::: 

iiiiiiiiiliuniiuiii 



/////////|//////////// 
f////////|///////////S 



///////// 

.:::::::::!:::::::::::: 

|/////////|//////////// 
7777777771777777777777!//////////'/////// 



iiiiiiiuliiiiiiiiiiii 



/////////j////////////!/////'//////////// 

»»./////////.///////////////////.'////////// 



/////////////////_/] 
777777777777777777! 

::::::::::::::::::! 

//////////////////I 
777777777777777777 j 
//////////////////' 



////////////////// 

:::::::::::::::::: 

////////////////// 



IIIIIIIIIIIIIIUII 

:::::::::::::::::: 

Ullllllllllltllll 



IJJJJJJJJJUJJUJJ. 

WiiWnnnWi 



iiiiiiiiiiiiuiiuiiiiiiiiiiiii 

:::::::::::::::::: 

///////////;:///// 



llllllllllilllllll 



/////////// 



0.0 



0.0 



::::::::::: ::::::::::: :::::::::::::::::::::: 



3.0 ' ]////////////!//////////// 

' •::::::::::::]:::::::::::: 



i I t I t t VORKSHEE? II l i M t I 

SPECIAL FDUCAUON (COntinuid):s:"::: !::s:::::::::::5::r:s::::::::::s::r::::::::::s::::::::::s:::::2 j 



1980-89 



S 220 



1.2 



Oisiqnatad Instruction md ,^v, ,,4 , 

Sirvfcu — - 

FACTORS EXCLUOED ///////,'/// 



0.0 



0.0 



1.2 



1.2 



1.2 



0.0 



1.2 
0.0 



I:::::::::::::::::::::.:::::::::::::::::::::::: 



I I 
I I 



9 

ERIC 
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531 



1.0 j 


1.0 


1.0 


0.0 


llllllllllll 


0.0 


CO 


1.0 


:::::::::::] 


::::::::::: 


::::::::::: 


::::::::::: 




17 - 







I I 
I I' 



:::::::::::::::::::::::::! '-t:::::s::::s::s: 



j ::::::::: ] :::::::: j ::::::::::::::::::! 
I:::::::::::::::;:::::::::::::::::::::::::' 

1 777777777 ! 777777777777 j 777777777777777777 j 

1 ••••••••» 1 * •>•<••■<•*•••>••«•••• - 

!^^(!((^^(^^/(((^/^^((! 
i777777777|777777777777j7777777777777/7777| 

I ::::::::: j :::::::::::: [2:::: :::::: :::::::[ 

? 



//;_'////////j//////_//////! 
j777777777777i//7777777777, 

I :::::::::::: I ::::::::::::[ 



\UUIIUI\IUUIIIi. 



Ulllllllllllll 
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Rev. 4/89 



CALIFORNIA STATE 
DEPARTMENT OF EDUCATION 
Form J-380 (Rev 4/89) 



1966-89 

Annual Program Cost Data Report 
General Fund Expenditures 



QUALITY UNIFIED 



.School District 



FIRST RATE 



.County, California 



Direct Charges 



Adjus .nents 
~ A lal 



EDP 

Type of Program/Activity No. 

INSTRUCTIONAL" PROGRAMS j 
General Education 

Regular Education ( K- 1 2 ) J 1 10 

Alternative Schools ! 1 12 

Continuation Education j 1 16 

Gifted and Talented Education '260 

Integration/Desegregation ! 

Programs 117 

Independent Study Centers { 1 1 9 

Opportunity School s/Programs { 120 

ROC/P | 121 

Specialized Secondary Schools J 1 22 

TOTAL, General Education } 130 

Special Education ! 
(Including PL 94-142 Local 
Entltlemc ,t ExpendltMres) 

Special Day Class { 200 

Resource Specialist {210 

Designated Instruction and 

Services j 220 

Nonpublic Schools {230 

Program Specialists/ 

Regionalized Services J 24C 

Assessment Costs j 245 

Special Educ. Transportation { 250 

TOTAL* Special Education | 260 

TOTAL, INSTRUCTIONAL PROGRAMS ! 270 



, Total Direct 

For Special Documented Allocated and Direct 

General Rtn. Repair Projects Adjusted Direct Direct Support 

Fund and Malnt. Charges Direct Support Support Costs 

fund 1n Col. 1 Costs Costs Costs Col. 3.4,5 

(2) (3) (4) (5) '- 1 



(la) 



(1b) 



1,394,000 



37,000 



1,431,000 



246,000 



157,400 
29,800 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 
432,200 



1,864,200 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxr.^xx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 



xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 



xxxxxxxxxxxx 



(1,000) 



37,000 



(1,000) 



xxxxxxxxxxxx 



xxxxxxxxxxxx 



(1,000) 



(3) 



1,343,000 



(4) 



<6j 



700 



1,430,000 



246,000 



157,400 
29,000 



xxxxxxxxxxxxx 



xxxxxxxxxxxxx 



433,200 



1,863,200 



136,500 



17,198 



137,200 



8,290 



4,974 
1,989 



53,293 



22,900 
91~446 



228,646 



832,547 



54,898 



849,745 



85,986 



47,431 
17,864 



xxxxxxxxxxxx 



151,271 



1,001,016 



2,362,047 



7,117 



2,416,945 



340,276 



209,805 
46,943 



53,293 



22,900 



675,917 



(a) 



3,092,862 



Indirect 
Costs 
_lH 

(Optional) 

306,233 



62,015 



313,350 



44,116 
27,200 



6,436 



6,909 



2,969 



87,630 



400,980 



Total 

(Optional) 
2,668,280 



2,730,295 



384,392 
237,005 



56,079 



60,202 



25,869 



763,547 



3,493,842 
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• 



CALIFORNIA STATE 

Harms w H 



1988-89 

Annual Program Cost Data Report Supplement 
Special Education Programs 





QUALITY UNIFIED 


School District 




FIRST RATE 


Countv. CaMfnmi 


sssssssnsssrssssssssssssssssssssss 

Type of Program/Activity 


EDP 
No. 


Adjustments 
For Special 
Projects Adjusted 
01 rect Charges Di rect 
Charges 1n Col. 1 Costs 
CI J (2) (3) 


Documented 
Direct 
Support 
Costs 
(4) 

___ 


Allocated 

V 11 6^1 

Support 
Costs 
(5) 


Total Direct 
and Direct 

ouppor v» 
Cost^ 
Col. 3,4,5 
(0)_ 


Indirect 
Costs 
(7) 


Total 
Program 
(8) 


TOTAL SPECIAL EDUCATION 
MASTER PLAN COSTS (from 
Form J-380, line EDP 260) 


1 701 1 




1 1 
{ 433,200 | 


91,446 | 


151,271 


'7 7 
| 675,917 | 


""(Optional)""") 
87,630 | 


(Optional) 
763,547 


TOTAL SPECIAL EOUCATION 

DISCRETIONARY GRANT COSTS FOR 
INFANT PROGRAMS (from Form 
J-380, portion of line EDP 343 
related to Infant Programs) 


| 704 1 


| 

0 1 


] j 
1 0 I 






| | 






TOTAL SPECIAL EDUCATION COSTS 
TO BE DISTRIBUTED 


I707' 
i i 


433,200 ( 


| 433,200 ] 


01 AAA ' 


151 ,271 


! 675 917 ! 


Of, Oil) j 


763 , 547 


aI "spici al~ day" class" costs 

1. Severely Handicapped/ 
Non-Infant Costs 


j 7 1 0 j 


55,300 | 


| 55,300 | 


1,658 | 


1 7 ,197 


! 74 1£>5 ! 


9,614 | 


83,769 


2« Non-Severely Handicapped/ 
Non-Infant Costs 


j 7 1 3 J 


190,700 j 


! 190.700 ! 


6,632 | 


68,/B9 


1 266,121 j 


34,502 | 


300,623 


3. Infant Programs Costs 


I 7 1 A ' 


0 | 














TOTAL. Soedal Dav Claa* (must 
equal J-380, line EDP 200) 


! 719 ! 


246,000 | 


j 246,000 | 


8,290 | 


85,986 


| 34,276 j 


44,116 | 


384,392 


B. RESOURCE SPECIALIST COSTS 
1. Severely Handicapped/ 
Non-Infant Costs 


1 722 J 


0 | 








! ! 






2« Non-Severely Handicapped/ 
Non-Infant Costs 


I 725 ! 


157,400 | 


| 157,400 ] 


4,974 | 


47,431 


j 209,805 j 


27,200 | 


237,005 


3. Infant Programs Costs 


J 728 j 


0 | 














TOTAL, Resource Specialist 
(must equal J-380, line 
EDP 210) 


{ T 3 1 j 


157,400 | 


j 157,400 j 


4,974 | 


47,431 


| 209,805 j 


27,200 J 


237,005 
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CALIFORNIA STATE 
DEPARTMENT OF EOUCATION 
Form J-380-SE (4/89) 



1988-89 

Annual Program Cost Data Report Supplement 
Special Education Programs 



QUALITY UNIFIED 



School District 



FIRST RATE 



Page SE-2 



.County, California 



Type of Program/Activity 



No, 



01 tact 
C><;ftrof9s 

(1) 



Adjustments 
For Special 
Projects 
Charges 
In Co*. 1 
(2) 



Adjusted 
Di rect 



Documented 
Direct 
Support 
Costs 
(4) 



Allocated 
Direct 
Support 
Costs 
(5) 



Total Direct 
and Direct 
Support 
Costs 
Col. 3,4,5 
(6)' 



Indirect 



Total 
Program 



C. DESIGNATED INSTRUCTION AND 

QCDV/TPCQ MCT* 
OCnVlvCO W5>.»- 

It Severely Handicapped/ 

Nnn— I nf/iitt finer c 

HUM Al\tWt\m uUal 9 


V i 1 

i t 1 

( ' 1 

: { 

* f*\A^ 19 4* 7 ' 

j 1 OH | 1 C , f i t j 




1 

19 417 ' 


OA? 


7 40Q ' 


on aoc ' 


(Optional) | 

0 AQO 


(Optional) 

OO 0A7 
C d , dOf 


2. NorKvavar* tv Hand leaped/ 
fJw-Infci Costs 


1 i I 
1 737 { 16,555 




16,555 


1,105 


9,919 


27,579 


3,575 


31,154 


3* I/ifant f*rogrr*irr Co3ts 


j 740 J 828 




828 


55 


496 


1,379 


179 


1,558 


UWti, Desi?n*UtJ instruction 

£nr\/1C6f-! C\»*rQ fn«it«5.r Ann a 1 

J-380> Mna EDP 220) 


23,800 




29,800 


1,989 


17,854 


49,643 ! 


6,436 


56,079 


1, 3? ! <*re1y !t.w*c*rp* ,; v 

ftjfl AMI cU'l v-^j*'.. 


' tit\ l ft 
















£• nun oovuj + v j f ai! £ j i Lii^jpyu/ 

Non-Infant ecaia 


i 

|n^j o 
















3. Infant Progros Costs 


















TOTAL, Nonpublic fence is Costs 
(must egual J-380, line 
EDP 230) 


S I 

|/66| 0 
















E. ASSESSMENT COSTS 

1. Severely Handicapped/ 
Non-Infant Costs 


1 1 

1 1 

j 758|xxxxxxxxxxxxxx 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


2. Non-Severely Handicapped/ 
Non-Infant costs 


1 1 

|761 Jxxxxxxxxxxxxxx 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


3. Infant Programs Costs 


j 764 jxxxxxxxxxxxxxx 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


4. Non-placement Costs 


|766jxxxxxxxxxxxxxx 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


TOTAL, Assessment Costs 
(must equal J-380, line 
EDP 245) (E) 


I 1 
1 1 

j 767 jxxxxxxxxxxxxxx 


XXXXXXXXXXXXXX 


XXXXXXXXXXXXXX 


53,293 


XXXXXXXXXXXXXX 


53,293 


6,909 


60,202 
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CALIFORNIA STATE 
DEPARTMENT OF EDUCATION 
Form J-380-SE (4/89) 



1988-89 

Annual Program Cost Data Report Supplement 
Special Education Programs 



QUALITY UNIFIED 



School District 



FIRST RATE 



Page SE-3 



^County, California 



Type of Program/Activity 



F. SUMMARY TOTALS 

1. Severely Handlcapp J/ 



Non~ Infant Cost^ 
ar 

(A2+B2+C2+02+E2) 



(AHBHCH0UE1) 
Non-Infant Costs 



2. Non-Severelv Handicapped/ 
' " C 



(F1) 

/ 

(F2) 



3. Infant Programs Costs 
(A3+B3+C3+D3+E3) 

PL 94-142 Olscret lonary 
Grant Costs for Infant 
Programs (From page SE-1) 

TOTAL, Infant Costs (F3) 

4. Non-placement Costs (F4) 

G. REGIONALIZED SERVICES/ 
PROGRAM SPECIALISTS COSTS 
(Total costs from J-38D, 

line EDP 240) 

H. SPECIAL EDUCATION 
TRANSPORTATION COSTS 
(Total costs from J-380, 

line EDP >50) 

TOTAL SPECIAL fOUCATION COSTS 

DISTRIBUTED 
(E ♦ F1 ♦ F2 ♦ F3 ♦ F4 + G ♦ H) 



EDP 
No. 



770 

774 
777 

780 
783 
777 

786 

790 
800 



Direct 
Ch^r^es 



Adjustments 
For Special 
Projects 
Chargos 
1n Col. 1 
(2) 



Adjusted 
01 rect 
Costs 
(3) 



Documented 
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APPENDIX 0: 
STATE DEPARTMENT OF EDUCATION J-380 TECHNICAL CHECKLIST 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN THE 
ORIGINAL SOURCE DOCUMENT. 



ERIC 



J-380 TECHNICAL CHECKLIST 
1989-90 REPORTS 



AGENCY NAME 
CDS NO. 



THIS C IECKLIST DESCRIBES POSSIBLE ERROR CONDITIONS WHICH MAY 
APPEAR ON FORM J-380, "ANNUAL PROGRAM COST DATA REPORT." EACH 
ITEM TO BE REVIEWED INCLUDES A BRIEF STATEMENT OF THE ERROR 
CONDITION THAT HAS OCCURRED, FOLLOWED BY A SHORT DISCUSSION OF 
HOW ANY ENTRY WOULD GENERALLY BE EXPECTED TO APPEAR. THIS 
CHECKLIST DOES NOT. INCLUDE MATHEMATICAL CHECKS OF COMPUTATIONS. 
IF THE REPORT IS COMPLETED WITHOUT USING THE STATE DEPARTMENT OF 
EDUCATION COMPUTER SOFTWARE FOR THE J-380, A VERIFICATION OF THE 
ACCURACY OF THE COMPUTATIONS SHOULD ALSO BE PERFORMED. 



TOTAL GENERAL FUN D. FORM J-380 

j~j COLUMN la, EDP 500, TOTAL GENERAL FUND: AMOUNT DOES NOT 
AGREE WIT2 FORM J-201, GENERAL FUND 



Form J- 


■380, 


EDP 500, Total 




Form J- 
Line 


■201, 
B-10, 


Column 3 : 
Total Expenditures 


+ 


Line 


D-lb, 


Transfers Out 


+ 


Line 


D-2b, 


Uses 


+ 


TOTAL, 


Form 


J-201 





GENERAL EDUCATION 

| ""I COLUMNS 4 and 5 (DIRECT SUPPORT COSTS): AMOUNTS REPORTED 
IN COLUMNS 4 and 5; NO ENTRIES IN COLUMN la 

Columns 4 and 5 display the distribution of provider (support 
services) program costs to user programs. 

User programs operated by the district would have direct 
costs in column la. 

Some user programs not operated by the district (i.e., 
county-operated ROP class) may not have direct costs. 
Nondistrict operated programs are reported as "Nonagency 
Activities" under Auxiliary Services. 
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An exception to this may be the Integration/Desegregation 
program. Due to local implementation, this program may 
display only support services (columns 4 and/or 5) and no 
direct costs (column la) . 

SPECIAL EDUCATION 

|I| COLUMNS la and 3 (DIRECT COSTS): IPSUs OPERATED BUT NO 
C08TS REPORTED or NO IPSUs OPERATED BUT COSTS REPORTED 

Special Education programs operated (as reported on the J-50 
Special Education Entitlement Form) would have direct coats 
reported in columns la and 3 of the J-380 report. Conversely, 
Special Education programs not reported in columns la and 3 of 
the J-380 are most likely programs that are being operated 
under contract to another LEA. Such programs are reported as 
"Nonagency Activities" under Auxiliary Services. 

The following information was reported on Form J-380 and on 



Form J-50: 

J-50 Report of J-380 
Units Operated Costs Reported 

Special Day Class $ 

Resource Specialist $ 

D1S $ 



COLUMNS la and 3 (DIRECT COSTS) : AVERAGE C0ST8 OF IPSUs 
OPERATED ARE HIGH 

Generally, the average of the direct costs of each IPSU ranges 
between $20,000 and $65,000 on a statewide basis. The average 
direct costs per IPSU, as determined from the information 



displayed above, are: 

Special Day Class $ 

Resource Specialist $ 

DIS $ 



COLUMNS 4 and 5 (DIRECT SUPPORT COSTS): AMOUNTS REPORTED 
IN COLUMNS 4 and NO ENTRIES IN COLUMN la 

Columns 4 and 5 display the distribution of provider (support 
services) program costr. to user programs. 
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User programs operated by the district would have direct 
costs in column la. 



Some user programs not operated by the district (i.e., 
county-operated ROP class) may not have direct costs. 
Nondistrict operated programs are reported as "Nonagency 
Activities" under Auxiliary Services. 

For EDI? 250 (Special Education Transportation) , the user 
program is generally considered to be Special Day Class, (EDP 
200) . If support costs are distributed for Special Education 
Transportation, direct costs would normally be reported in 
column la for Special Day Class. 

This does not apply to EDP 245 (Assessment costs) . 



SPECIAL PROJEC TS 

j~j COLUMN 2 (ADJUSTMENTS FOR SPECIAL PROJECTS): NO ENTRIES 
MADS 

Column 2 is used for: 

(a) moving funded support service costs out of Special 
Projects, and 

(b) moving nonfunded instructional costs into Special 
Pro j ects . 

If no entries have beer, made in this column, it is likely that 
these adjustments have been ignored. 

Note: For most districts, a review of the Mentor Teacher 
program (EDP 353) will indicate whether these adjustments 
have been made. Most, if not all, of the funded costs 
reported in column la for this project are considered 
Instructional Administration program activities; an 
adjustment should appear in column 2 moving these costs 
from Special Projects (Mentor Teacher) to Support Services 
programs (Instructional Administration) . 

For high school or unified districts, a review of the loth 
Grade Counseling program (EDP 355) will also indicate 
whether these adjustments have been made. Most, if not 
all, of the funded costs reported in column la for this 
program are considered Pupil Services program activities; 
an adjustment should appear in column 2 moving these costs 
from Special Projects (ioth Grade Counseling) to Support 
Services programs (Pupil Services) . 
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j_j COLUMNS 4 and 5 (DIRECT SUPPORT COSTS): AMOUNTS REPORTED 
IN COLUMNS 4 and 5; NO ENTRIES IN COLUMN 3 

Columns 4 and 5 display the distribution of provider (support 
services) program costs to Special Projects. Special projects 
operated by the district that are instruction al in natnrp 
would have adjusted direct costs in column 3. 

SUPPORT SERVICES PROGRAMS 

L| EDP 405 and 410 (PLANT MAINTENANCE AND PLANT OPERATIONS): 
RESIDUAL AMOUNTS NOT REPORTED IN COLUMN 6 

The residual portion of Plant Maintenance and Plant Operations 
costs represents that portion of support costs allocable to 
the following activities for housing: 

District Administration 
Centralized Data Processing 
Plant Maintenance 
Plant Operations 

These allocable support costs remain as part of the indirect 
cost pool, to be distributed as indirect costs to all user 
programs . 

There would be no residual amounts for Plant Maintenance and 
Plant Operations reported in column 6 if the above listed 
activities have been excluded from the allocation of these 
support costs. The allocation method of distributing support 
costs assumes that ail user programs use some portion of Plant 
Maintenance and Operations services. Exclusions to this 
method would occur only when a designated user program does 
not use any portjop of these provider (support service) 
programs. Such exclusions are an exception and are based on 
the existence of documentation which substantiates this 
exclusion. 

Because the activities listed above are considered an integral 
part of the operation of a district, exclusions cannot be made 
for the allocation of Plant Maintenance and Plant Operations 
costs without justification. 



Li EDP 405 (PLANT MAINTENANCE) AND EDP 410 (PLANT OPERATIONS): 
RESIDUAL COSTS IN COLUMN 6 ARE HIGH 

Generally, the residual indirect costs for Plant Maintenance 
and Plant Opere.ions, as reported in column 6, should not 
exceed 25% of the adjusted direct costs reported in coluun 3. 
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The ratios of these residual costs as reported on the J-380 
are : 

Plant Maintenance % 



Plant Operations % 

FACILITIES 

j~j EDP 467 (FACILITIES-RENTS AND LLASES) : NEGATIVE AMOUNTS 
REPORTED IN COLUMN 4 

Using the documented direct support method of distributing 
these support costs to user programs means that all of the 
following conditions are satisfied: 

Facilities are rented or leased, and 

Facilities are located at a site on which there are no 
agency-owned facilities, and 

Federal or state program requirements mandate location on 
site where no agency f exilities exist. 

It is very unlikely that any school districts will have met 
these three conditions, which means that these costs would 
then be distributed by using the allocated direct support 
method . 



EDP 467 (FACILITIES-RENTS AND LEASES) : RESIDUAL AMOUNTS 
NOT REPORTED IN COLUMN 6 

The residual portion of Facilities-Rents & Leases costs 
represents that portion of support costs allocable to the 
following activities for housing: 

District Administration 
Centralized Data Processing 
Plant Maintenance 
Plant Operations 

These allocable support costs remain as part of the indirect 
cost pool, to be distributed as indirect costs to all user 
programs . 

There would be no residual amounts for Facilities-Rents and 
Leases reported in column 6 if the above listed activities 
have been excluded from the allocation of these support cost 
The allocation method of distributing support costs provides 
for all user programs to bea:: a portion of Facilities costs 
an agoncywide "cost of doing business." Exclusions to this 
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method would occur only when a designated user program must 
bear its own Facilities costs as defined by the three 
conditions previously listed. Such exclusions are an 
exception and are based on the existence of documentation 
which substantiates this exclusion. 

Because the activities listed above ar j considered an integral 
part of the operation of a district, exclusions cannot be made 
for the allocation of Facilities-Rents and Leases costs 
without justification. 



j_j EDP 467 (FACILITIES-RENTS AND LEASES): RESIDUAL COSTS IN 
COLUMN 6 ARE HIGH 

Generally, the residual indirect costs for ?acilities-Rents 
and Leases, as reported in column 6, should not exceed 25% 
of the adjusted direct costs reported in column 3. The ratio 
of these residual costs as reported on the J-380 is: 

Facilities-Rents & Leases % 
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APPENDIX P: 
STATE DEPARTMENT OF EDUCATION J-580 TECHNICAL CHECKLIST 



PLEASE NOTE: THE MATERIALS CONTAINED IN THIS APPENDIX HAVE NOT 
BEEN REVISED FOR THIS MANUAL. ALL MATERIALS, 
INCLUDING PAGE NUMBERS, ARE AS THEY APPEAR IN THE 
ORIGINAL SOURCE DOGJMENT. 



ERIC 



J-580 TECHNICAL CHECKLIST 
1989-90 REPORTS 

AGENCY NAME 

CDS NO. - 



THIS CHECKLIST DESCRIBES POSSIBLE ERROR CONDITIONS WHICH MAY APPEAR ON 
FORM J-580, "ANNUAL PROGRAM COST DATA REPORT." EACH ITEM TO BE 
REVIEWED INCLUDES A BRIEF STATEMENT OF THE ERROR CONDITION THAT HAS 
OCCURRED, FOLLOWED BY A SHORT DISCUSSION OF HOW ANY ENTRY WOULD 
GENERALLY BE EXPECTED TO APPEAR. THIS CHECKLIST DOES HQ1 INCLUDE 
MATHEMATICAL CHECKS OF COMPUTATIONS. IF THE REPORT IS COMPLETED 
WITHOUT USING THE STATE DEPARTMENT OF EDUCATION COMPUTER SOFTWARE FOR 
THE J-580, A VERIFICATION OF THE ACCURACY OF THE COMPUTATIONS SHOULD 
ALSO BE PERFORMED. 



TOTAL COUNTY SCHOOL SERVICE FUND. FORM J-580 

|~| COLUMN la, EDP 500, TOTAL GENERAL FUND: AMOUNT DOES NOT AGREE 
WITH FORM J-401, COUNTY SCHOOL SERVICE FUND 



Form J-580, EDP 500, Total $, 

Form J-401, Column 3: 

Line B-10, Total Expenditures + 

Line D-lb, Transfers Out + . 

Line D-2b, Uses + 

TOTAL, Form J-401 $ 



GENERAL EDUCATION 

|~| COLUMNS 4 AND 5 (DIRECT SUPPORT COSTS): AMOUNTS REPORTED IN 
COLUMNS 4 AND 5; NO ENTRIES IN COLUMN la 

Columns 4 and 5 display the distribution of provider (support 
services) program costs to user programs. 

User programs operated by the district would have direct 
costs in coir' t n la. 

Some user programs not operated by the county may not have 
direct costs. Noncounty operated programs are reported as 
"Nonagency Activities" under Auxiliary Services. 
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SPECIAL EDUCATION 



] COLUMNS la AND 3 (DIRECT COSTS) : IPSUs OPERATED BUT NO COSTS ^ 
REPORTED 0_£ NO IPSUs OPERATED BUT COSTS REPORTED ^fc 

Special Education programs operated (as reported on the J-50 
Special Education Entitlement Form) would have direct costs 
reported in columns la and 3 of the J-580 report. Conversely, 
Special Education programs not reported in columns la and 3 of the 
J-580 are most likely programs that are being operated under 
contract to another LEA. Such programs are reported as "Nonagency 
Activities" under Auxiliary Services. 

The following information was reported on Form J-580 and on Form 
J-50: 

J-50 Report of J-580 
Unit s Operated Costs Reported 

Special Day Class $ 

Resource Specialist $ 



DIS 



|_j COLUMNS la AND 3 (DIRECT COSTS): AVERAGE COSTS OF IPSUs OPERATED 
ARE HIGH 

Generally, the average of the direct costs of each IPSU ranges 
between $20,000 and $65,000 on a statewide basis. The average 
direct costs per IPSU, as determined from the information 
displayed above, are: 

Special Day Class $ 

Resource Specialist $ 

DIS $ 



# 



COLUMNS 4 / , 5 (DIRECT SUPPORT COSTS) : AMOUNTS REPORTED IN 
COLUMNS 4 & 5; NO ENTRIES IN COLUMN la 

Columns 4 and 5 display the distribution of provider (support 
services) program costs to user programs. 

User programs operated by the district would have direct 
costs in column la. 

Some user programs niA. operated by the county may not have 
direct costs. Nondistrict operated programs are reported as 
"Nonagency Activities" under Auxiliary Services. 
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For EDP 250 (Special Education Transportation) , the user program 
ifj generally considered to be Special Day Class, (EDP 200) . if 
support costs are distributed for Special Education 
Transportation, direct costs would normally h2 reported in 
column la for Special Day Class. 

This does not apply to EDP 245 (Assessment Costs) . 

SPECIAL PROJECTS 

|~| COLUMN 2 (ADJUSTMENTS FOR SPECIAL PROJECTS): NO ENTRIES MADE 
Column 2 is used for: 



(a) moving funded support service costs out of Special 
Projects, and 

(b) moving nonfunded instructional costs into Special 
Projects . 

If no entries have been made in this column, it is likely that 
these adjustments have been ignored. 

Nate: For most counties, a review of the Mentor Teacher 
program (EDP 353) will indicate whether taese adjustments 
have been made. Most, if not all, of the funded costs 
reported in column la for this project are considered 
Instructional Administration program activities; an 
adjustment should appear in column 2 moving these costs from 
Special Projects (Mentor Teacher) to Support Services 
programs (Instructional Administration) . 



|J COLUMNS 4 AND 5 (DIRECT SUPPORT COSTS): AMOUNTS REPORTED IN 
COLUMNS 4 AND 5; NO ENTRIES IN COLUMN 3 

Columns 4 and 5 display the distribution of provider (support 
services) program costs to Special Projects. Special projects 
operated by the district thc.t are instructional in nature would 
have adjusted direct costs in column 3. 
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SUPPORT SERVICES PROGRAMS 



|_| EDP 407 AND 412 (PLANT MAINTENANCE & PLANT OPERATIONS) : RESIDUAL 
AMOUNTS NOT REPORTED IN COLUMN 6 

The residual portion of Plant Maintenance and Plant Operations 
costs represents that portion of support costs allocable to the 
following activities for housing: 

County Administration 
Centralized Data Processing 
Plant Maintenance 
Plant Operations 

These allocable support costs remain as part of the indirect cost 
pool, to be distributed as indirect costs to all user programs. 

There would be no residual amounts for Plant Maintenance and Plant 
Operations reported in column 6 if the abovt listed activities 
have been excluded from the allocation of these support costs. 
The allocation method of distributing support costs assumes that 
aJJL user programs use some portion of Plant Maintenance and 
Operations services. Exclusions to this method would occur only 
when a designated user program does not use a r.v portion of these 
provider (support service) programs. Such exclusions are an 
exception and are based upon the existence of documentation which 
substantiates this exclusion. 

Because the activities listed above are considered an integral 
part of the operation ox. a district, exclusions cannot be made for 
the allocation of Plant Maintenance and Plant Operations costs 
without justification. 



|_| EDP 407 (PLANT MAINTENANCE) AND EDP 412 (PLANT OPERATIONS) : 
RESIDUAL COSTS IN COLUMN 6 ARE HIGH 

Generally, the residual indirect costs for Plant Maintenance and 
Plant Operations, as reported in column 6, should not exceed 25 
percent of the adjusted direct costs reported in column 3. The 
ratios of these residual costs as reported on the J-580 are: 

Plant Maintenance % 

Plant Operations % 
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I EDP 467 (FACILITIES-RENTS AND LEASES) : RESIDUAL AMOUNTS NOT 
REPORTED IN COLUMN 6 

The residual portion of Facilities-Rents and Leases costs 
represents that portion of support costs allocable to the 
following activities for housing: 

County Administration 
Centralized Data Processing 
Plant Maintenance 
Plant Operations 

These allocable support costs remain as part of the indirect cost 
pool, to be distributed as indirect costs to all user programs. 

There would be no residual amounts for Facilities-Rents and Leases 
reported in column 6 if the above listed activities have been 
excluded from the allocation of these support costs. The 
allocation method of distributing support costs provides for all 
user programs to bear a portion of Facilities costs as an 
agencywide "cost of doing business". Exclusions to this method 
would occur only when a designated user program must bear its own 
Facilities costs as defined by the three conditions previously 
listed. Such exclusions are an exception and are based on the 
existence of documentation which substantiates this exclusion. 

Because the activities listed above are considered an integral 
part of the operation of a district, exclusions cannot be made for 
the allocation of Facilities-Rents and Leases costs without 
justification. 



| EDP 467 (FACILITIES-RENTS AND LEASES) : RESIDUAL COSTS IN COLUMN 6 
ARE HIGH 

Generally, the residual indirect costs for Facilities-Rents and 
Leases, as reported in column 6, should not exceed 25% of the 
adjusted direct costs reported in column 3. The ratio of these 
residual costs as reported on the J-580 is: 

Facilities-Rents & Leases % 
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